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PREFACE. 

Thx evolution of bufflnese into corporate form necessitated a cotreapondii^ 

change in ttie methods of accounting and management, especially ao for the 
quasi-public corporation, whose principal and auxiliary books are radically 
different from those of the ordinary business corporation. 

The scarcity of material data bearing upon Quasi-Public Corporation 
Accounting and Management suggested to the writer that a book of this 
character would be of interest not alone to those engaged either in an admin- 
istrative or executive capacity m the respective corporations referred to 
herein, but especially ao to the accountant whose duty it is to arrange special 
forms and books of account for his particular line of business. 

It is the intention of the writer to state briefly the books, forms, and 
methods necessary for the proper organisation and management of the 
business and the recording of all the essential details of Revenue, Operation, 
Maintenance, and Construction, with the least possible expenditure of time 
and labor consistent with good management and explicit statements as to 
Profit and Loss and Assets and Liabilities. 

The author desires to express thanks to Mr. William Wheeler, for his 
review of the part on Water Works and for the use of some of his forma 
to Mr. Albert F. Davol, for his review of the part on Telephone Companies 
to Mr. William F. Goepper, for his review of the part on Electric Light Works ; 
and to Mr. James H. Neal, for his valuable su^estions on Electric Railway 
accoimting and his general review of the entire work, 
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PART I. 

ORGANIZATION. 



Quasi-public corporations may now be formed under the 
general laws of each state, but in the past, as a rule, they were 
organized under special charters. 

GENERAL PREREQUISITES. 

Generally three, but sometimes five or more persons may asso- 
ciate themselves together by written Articles of Agreement for the 
purpose of forming a corporation, the number of persons necessary 
depending on the laws of the state under which they intend to 
incorporate. 

Their first meeting shall be called by one or more of the signers 
of SMd articles, by givii^ notice thereof, stating the place, time, 
and object of the meeting to each signer, in writing or by publi- 
cation in some newspaper in the county fourteen day^ prior to 
the day of the meeting. If they all sign waiver of notice of such 
meeting, no notice or publication is necessary therefor. 

At said meeting they may organize into a corporation, adopt 
a corporate name, define the purposes of the corporation, fix the 
amount of the capital stock, divide it into shares, and elect a 
president, board of directors, secretary, and any other necessary 
officers, and may adopt a code of By-Laws. 

Before commencing actual business, the president, treasurer, 
and a majority of the board of directors prepare a certificate 
on a form generally prescribed by the state under which they 
incorporate, setting forth the purposes of the corporation, the 
amount of the capital stock, the amount already paid in, the kind 
and par value of the shares, the names and residences of the 
owners, etc., sign, and make oath thereto, and file same with fee 
therefor with the proper state official, who later furnishes them 
with a certificate of their incorporation. 

The above conditions, or others of a similar character, are the 
methods prescribed by the different states for incorporations. 

It is always advisable, however, in matters of incorporation 
to secure the best legal advice. 
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8 Corporation Accounting and Management, 

RECORD BOOKS. 

All corporations of whatever character are required by law to 
keep what are termed minute or record books, wherein are re- 
corded the Act of Incorporation, By-Laws, etc., and minutes of 
the meetings of the stockholders' and directors' meetings. 

For a small company one book will be sufficient, allotting the 
first half to the records of the stockholders' meetings and the last 
half to those of the directors' meetings. For a large company it 
would be advisable to have separate books for stockholders' and 
directors' meetings. 

They are also required to have a stock certificate book, stock 
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PART II. 

SECURITIES. 



CAPITAL STOCK. 

Certificates of Stock in a corporation represent to the party in 
whose name it is issued part ownership in the corporation issuing 
same. The amount of issue, kind and par value of same, whether 
it be $25, $50, or $100, or any other figure, is fixed at the time of 
its issue by the vote of the corporation; and at times by the general 
laws of the state. 

When there is only one class of stock, it is considered as Common 
Stock; if more than one class, it is divided into Common and 
Preferred Stocks. There may be still further divisions of the 
Preferred Stock into First Preferred, Second Preferred, etc. 



(Stub) 



: (Form 100) 

(Fonn of Common Stock Certificate.) 
Authorized Capital Stock, S2,250,000. 
i H!,000 shares Preferred. 12,500 shares Common. 

i No, Shares. 



Received the above 

dcscnbed certificate. 



C0N8UMBR3' Water Company 
of Boston, Mass. 

Thifl is to certify that 

is entitled to shares, of one hundred 

dollars sach, of the Consumers' Water Company 
Common Stock, transferable only on the books of 
said company, in person or by attorney, on the 
surrender of this certificate. 

In Witnebs Whereof, said company has caused 
this certificate to be ^gned and sealed by its Presi- 
dent and Treasurer, this day of 

, A.D. 190 . 
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Recdved the above 
mentioned certificate 
No 
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(Fonn 101) 

(Form of Preferred Stock.) 

AcTHORizED Capital Siwnc, S2,2S0,000. 

10,000 shares Preferred. 12,500 shares Common. 



CoNSuiiBBa' Water Coupant 
of Boston, Mass. 

This is to certify that 

ia entitled to shares, of one hundred 

dollars each, of the Preferred Coital Stock of the 
Consumers' Water Company, transferable only on 
the hooka of said company in person or by attorney 
on the surrender of this certificate. 

The holder of thia Preferred Stock rfiall, from and 
after November I, 1905, be entitled to receive from 
the net earnings of the company, cumulative divi- 
dends of six (6) per centum per annum, and to have 
such dividends with all arrearages, if any, peud in 
full before any dividends shall be pwd upon the 
Common Stock ; and whenever the net earnings of 
the corporation shall exceed the sum required to 
pay a dividend of «x per centum per annum on 
both the Preferred and Common Stock outstandii^, 
the surplus shall be payable in dividends pro rata 
to the holders of the Preferred and Common Stocks. 

In Witness Whereof, said company has caused 
this certificate to be signed and sealed by its Presi- 
dent and Treasurer, this day of 



..190 . 

Treasurer. 

President. 
(Form 102) 

(Indorsement in blank. Form of Power of Attorney.) 

For Valttb Recbivbd, I 

hereby sell, assign, and transfer to 

shares of the stock mentioned in this certificate, 

and do hereby appoint 

Attorney, 

to transfer same on the books of the company, with full power of substitution. 

Dated 

Witness: 

Signature) 
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12 Corporation Accounting and Management. 

The above forms of both Common and Preferred Stocks 
are specimens of the many numerous forms used, they being 
made to conform with votes of the stockholders when same 
are issued. 

All classes of stock have some form of power of attorney printed 
on the back, so as to expedite transactions therein. 

The seal of a corporation is usually a die, operated by hand, 
having printed thereon the name of the corporation and year of 
its incorporation. 



Mortgage bonds are liens on the property of the corporation, 
being promises to pay certain specified amounts at the end of 
fixed periods, with interest thereon at stated intervaJs at a speci- 
fied rate, and are secured by a mortgage deed of trust on a part 
or the whole of a corporation's property, the terms of the mortgage 
being set forth in detail in the deed of trust. 

A corporation may issue mortgage bonds, such as firsts, sec- 
onds, — sometimes called first mortgage consolidated bonds, — 
thirds, ete., but seldom issues over three mortgages on account of 
the enormous discount at which they would have to be sold. 

Serial bonds differ from other mortgage bonds in the date of 
maturity, certain portions of the issue matiuing at fixed intervals. 

Registered bonds are entered on the books of a company to 
the credit of the owner and are transferable only on proper 
indorsement by him. 

Collateral trust bonds are secured by the deposit of either 
stocks or bonds, or both, for the benefit of the holders of said 
collateral bonds. 

Debenture bonds are promises to pay, without security, and 
are in effect notes of the corporation, their value depending on 
the ability of the corporation to pay, or the credit of the corpora- 
tion issuing them. 

Income bonds are promises to pay certain specified amounte at 
the end of fixed periods, with interest thereon at stated intervals 
out of the mcome of the corporation. The interest payments are 
not obligatory on the corporation miless the actual earnings of 
the corporation equal or exceed the amount necessary to meet 
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the interest on said issue after payment of all operating expenses 
and fixed charges. 

Quasi-public corporations, such as water works, gas works, 
electric light works, steam heating works, telephone companies, 
and electric railways, generally issue only what are tenned mort- 
gage bonds, which are usually in the denomination of either $500 or 
$1,000, or both; while steam railways, owing to their extensive 
properties, and constant additions and consolidations through 
purchase and by lease, not only issue all kinds of mortgage bonds, 
but other classes of securities. Occasionally, some of the other 
corporations do likewise, 

(Fonn 103) 

(Form First Mortgage $1,000 Bond.) 
State of MASSAcnusBiTS. 

»1,000. No 

CONSUMERS' WATER COMPANY. 

five per cent 

First Moktgaqe Sinking Fund Bond, One Thousand Dollars. 

($1,000.) 

The Conbuheks' Water Company, a corporation duly created and 
organized under the laws o( the state of Massachusetts, is indebted to the 
American Trust Company, of Boston, in the Commonwealth of Massachu' 
setts, or bearer, in the sum of One Thousand Dollars, which sum it 
promises to pay to the bearer hereof, on the first day of October, 1925, 
with interest from the first day of October, 1905, at the rate of five per cent 
per annum, payable semi-amiually on the first day of April and October in 
each year, on presentation and surrender of the proper interest coupon 
hereto annexed, at the American Trust Company, in Boston. 

This bond is one of a series numbered from one to two hundred, inclusive, 
the issue of which is limited to two hundred thousand dollars, being all 
of the denomination of one thousand dollars, ^1 of said bonds being secured 
by a trust mortgage to the American Trust Company on all the lands, 
income, revenues, and other property of every kind of the Consumers' 
Water Company, now owned, or to be hereafter acquired, and subject to 
the terms and conditions of said trust mortgage. 

The said mortgage provides that bonds numbered from one hundred 
and fifty-one to two hundred, both inclusive, shall be applied solely to the 
pajTiient for future extenwons of the works of the said Consumers' Water 
Company and shall remain in the custody of the said trustee until said 
extensions, or part thereof, have been made; and issued then only upon 
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an order on the aaid trustee by the Board of Mrectore, accompanied by 
a certificate atatiog the exteDsiona and the amount thereof. 

For fiuther security, said mortgage establishes by annual payment a 
sinking fund, to provide for the redemption and retirement of the principal 
of said bonds. 

This bond shall be valid only when authenticated by a certificate indorsed 
hereon, signed by the American Trust Company, trustee. 

In WiTNEsa Whereof, the Consumers' Water Company has ^used its 
corporate seal to be affixed to this bond and the same to be signed by its 
Presdent and Treasurer, this day of 1905. 

Preaidenl. 

Treasurer. 

(Indorsement of Trust Company.) 
This is to certify that this bond is one of the series referred to within, 
and is entitled to the benefits of the trust mortgage to this company and 
of the »nking fund to be paid to it. 

Ahesican Trust Compant, Trustee, 
By 
Treamrer. 

(Form 104) 

(Form of Coupon.) 

On the first day of April, 1906, the Consumers' Water Company will 

pay to the bearer at the American Trust Company in Boston, Twenty-five 

Dollars, being «x months' interest on its First Mortgage Sinking Fund 

Bond No 

Treasurer. 

The number of the bond is generally printed on the face of the 
coupon. 

The form of mortgage given to secure an issue of bonds varies 
in accordance with the necessities, conditions, and desires of the 
company issuing same and the demand for same in the bond 
market. 

Some companies not only create a lien on their present fixed 
assets, such as real estate, appurtenances, machinery, etc., but 
also include therein lien on all additions to and extensions of 
the plant during the life of the bond ; and on certain portions of 
the income in excess of the interest moneys maturing on bond 
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issue, so that a part or the whole of the issue will be retired at the 
maturity of the trusteeship. 
One of the many forms of mortgage ia as follows: 

(Form 105) 

(Form of Hort«age on Property given bv Company to Tnist Company 
to secure issue of Bonds, including therein f'orm of Bond.) 

THIS INDENTURE, made and entered into the first day of September 
in the year one thousand eight hundred and eighty-five, by and between 

Thb Water Company, of , a corporation 

duly organized and existing under the laws of the state of , 

of the first part, and The Trust Company, trustee, a corpo- 
ration duly organized under the laws of the state of , of the 

second part. 

WiTNBSSBTH, That whereas the party of the first part is authorized and 

empowered under the laws of the state of to supply with 

water for public and private purposes the city of in the 

county of and state of , and the inhabitants 

thereof, by water works, under a grant to it by the proviwons of an ordinance 

of the mayor and common council of the city of , duly adopted 

and approved on the twenty-ninth day of May, IS85, and duly published on 
the first day of June, 1885, entitled: " An ordinance providing for supplying 

the city of and its inhabitants with water for pubUc and 

private purposes ; granting to The Water Company, of 

the franchise and license of constructing and operatii^ 

water works in the city of ; contracting with the s^ com- 
pany for the rent of fire hydrants for supplying the city of 

with water, and giving the city of an option to purchase the 

eaid works," and the party of the first part has entered upon the construc- 
tion of the said water works, and the stockholders of ti>e party of the first 

part, at a meeting duly called and held at aforesaid, on the 

seventh day of August, 1885, unanimously adopted the followii^ resolu- 



"Reaolved, by The Water Company, of , 

in ilockhciders' meeting duly assendikd: 

" 1. That The Water Company, of , 

for the purpose of paying for its water works and bettering and extending 
the same, make and issue its first mortgage coupon bonds, to the amount of 
two, hundred thousand dollars, to wit: Two hundred bonds of the denomi- 
nation of five hundred dollars each, and one hundred bonds of the denomi- 
nation of one thousand dollars each, the said bonds to be dated the first 
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day of September, 18S5, and to mature thirty years thereafter, bearing 
interest from their date at the rate of six per centum per annum, payable 
Bemi-anmially on the first days of March and September in each year at 

The Trust Company, in the city of , in the 

lawful money of the United States, on tlie presentation and surrender of 
corresponding interest coupons attached to the said bonds; any or all of 
the said bonds being redeemable in advance of their maturity on and after 
the first day of September, 1895, in auch installments and at such times 
as this company at its option may from time to time elect ; and further, 

" 2. Resolved, That, to secure the payment of the principal and interest 
of the sud bonds, a first mortgage is hereby directed to be made and executed 

to The Trust Company, of , in the city, 

county, and state of , as trustee, upon the said water works 

of the swd Water Company, of , in and 

near the city of , together with all its lands, machinery. 

pipes, outfit, rights, liberties, privileges, and franchises, now held and here- 
after to be acquired by it, with all its income and profits; and further, 

" 3. Resolved, That, in addition to the payment of the interest, a sinking 
fund, to be in charge of the sud trustee, shall be created and established 
to provide for the redemption and retirement of the principal of the said 
bonds, and that, beginning with the receipts of the second day of September, 
in the year one thousand eight hundred and ninety, and continuing during 
the existence of any part of the said mortgage debt, ten per centum of the 
gross water rates, except the revenue from public fire hydrants, received 

by Water Company, of , shall be paid 

over to the said trustee on the first days of March and September in each 
and every year, to be applied to the redemption and retirement of the 
principal of the said tionds, but in no case at a rate exceeding ten per centum 
premium and accrued interest, and such of the said money as the said trustee 
shall not be able to use in purchasing bonds at or below ten per centum 
premium and accrue<^ interest to be invested by it for the purpose of earning 
interest for the benefit of the said sinking fund ; and further, 

" 4. Resolved, That, as further security for the payment of the stud interest 
coupons, an assignment and transfer are hereby directed to be made and 
executed to the said trustee, of all claims and demands against the city 

of dtffing the existence of any part of this mortgage debt 

for the rent of fire hydrants under an ordinance of the mayor and common 

council of the city of , adopted and approved May 29, 1885, 

entitled: ' An ordinance providing for supplying the city of 

and its inhabitants with water for public and private purposes; granting 

to Water Company, of , the franchise 

and license of constructing and operating water works in the city of 

; contracting with the said company for the rent of fire hydrants 
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for supplying the city of - with water, and giving the city of 

an option to purchase the said works, and under any addi- 
tional water works ordinances of the aaxd city of , irrevocably 

constituting the said truBtee and its successors the agent of 

Water Company, of , to receive and receipt for all 

sums of money so accruing from the said city of for the rent 

of fire hydrants during the existence of any part of this mortgage debt; 
the said truBt«e to apply such sums to the payment of the said interest 
coupons as they mature, returning to the awd company any surplus on 
hand after paying or providing for all matured interest coupons on out- 
standing bonds; and further, 

" 5. Resolved, That the prewdent and secretary are authorized and 
instructed to ^gn, seal, deliver, and acknowledge for record, in due form 
of law, the stud mortgage, and to sign and seal the said bonds, and the 
tresHUrer to ^gn by the engraved facsimile of his signature the coupons 
thereof, and the president to deliver the said coupon bonds so perfected 
to the said trustee; and further, 

" 6. Resolved, That one hundred and fifty thousand dollars in amount 
of the said bonds shall at once be issued by the said trustee upon the order 
of the Board of Directors of this company, the stud amount being needed 
to pay for the coat of the said water works; but no part of the remmning 
fifty thousand dollars of the said bonds shall be issued except for the pur- 
pose of paying for extensions or betterments hereafter to be made by the 
said company, and to the amount necessary for such object, and then only 
upon an order on the said trustee by the Board of Directors, giving the 
price of such extension or betterment, and accompanied by their certificate 
to the effect that such extension or betterment has been made, and that 
the revenue to the said Water Company from the said extension or better- 
ment amounts to at least eight per centum per annum upon the amount of 
bonds 80 to be issued." 

And in pursuance of the said resolutions there have been prepared and 
made ready for issue two hundred bonds, numbered consecutively from one 
to two hundred, both numbers inclusive, all being equal and alike, save as 
to numbers, and of the denomination of five hundred dollars each, dated 
September 1, 1885, and maturing September 1, 1915, with sixty coupons 
attached to each; and the said coupons consecutively and correspondingly 
numbered and matured, the first maturing March 1, 18S6, the sixtieth 
September 1, 1915, and the intermediate coupons following the first in 
regular intervals of six months; coupons and principal being made payable 

at Trust Company, in the city of , which 

bonds and coupons are in form as follows: 
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$500.00. UNITED STATES OF AMERICA. No 

State of 

THE WATER COMPANY, OF 

First Mortgaob Bond. 

The Water Company, of , a, 

corporation duly oi^^;aDized and existing under the laws of the state of 

, for value received hereby promiBea to pay to 

Trust Company, or bearer, the sum of five hundred dollars, 

lawful money of the United States of America, on the first day of September 
in the year one thousand nine hundred and fifteen, together with interest 
on said sum, from the date hereof, at the rate of six per cenUun per annum, 
lawful money of the United States of America, payable semi-anaually on 

the first days of March and September in each year, at 

Trust Company, in the city of , on presentation and surrender 

of the coupons hereto attached, as tbey severally become due. This bond 
is one of a series of two hundred, of five hundred dollars each, numbered 
«>nsecutively from one to two hundred, both numbers inclusive, and of a 
series of one hundred, of one thousand dollars each, numbered consecu- 
tively from two hundred and one to three hundred, both numbers inclusive, 
and amounting in the ^gregate to two hundred thousand dollars, all being 
of Uke date and tenor, except as to amount, and all equally secured, to be 

paid by first mortgage upon the water works of the said 

Water Company, of , in and near the city of , 

in the state of , together with all its lands, machinery, pipes, 

outfit, rights, liberties, privileges, and franchises, now held or hereafter 
to be acquired by it, with all its income and profits; executed by it to 

Trust Company, trustee, bearing even date herewith, and 

duly acknowledged and recorded according to law, in the office of the 

Repster of Deeds of the County of In the state of 

This bond shall not become obligatory until authenticated by the signa- 
ture of said trustee to the certificate hereto appended; and it is redeemable 
in advance of its maturity, on and after the first day of September, 1895, 

at such a time as the said Water Company, of , 

at its option may elect. 

In Witness Whereof, the said Water Company, of 

, has caused this instrument to be sealed with its cor- 
porate seal, and to be signed by its president and secretary, and the coii^ns 
hereto attached to be «gned by the engraved facsimile of the «gnature 

of its treasurer, at aforesaid, this first day of September, 

1885. 

The Water Company, or , 

by its President, 

and by its Secr^ry. 
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This certifiee that thie bond is one of the bonds mentioned in the mortgage 
within referred to. . 

Thb Trust Company, 

by He President. 

[$15.] , , The Water Company, of 

, will pay to bearer fifteen dollars on surrender of this coupon at 

Trust Company in the city of , for eemi- 

atinual interest on first mortgage bond No 

Treasurer. 

And in further pursuance of the said resolutions there have been also 
prepared and made ready for issue one hundred bonds, numbered consecu- 
tively from two hundred and one to three hundred, both numbers inclusive, 
all being equal and alike save aa to numbers, and of the denomination of 
one thousand dollars each, dat^d September 1, 1885, and maturing Sep- 
tember 1, 1915, with sixty coupons attached to each, and the said coupons 
consecutively and correspondingly numbered and matured, the first matur- 
ing March 1, 1S86, the sixtieth Sept«mber 1, 1915, and the intermediate 
coupons following the first in regular* intervals of six months, coupons and 

principal being made payable at Trust Company 

in the city of , which bonds and coupons are in form as 

follows: 

$1,000.00 UNITED STATES OF AMERICA. No 

State of 

THE WATER COMPANY, OF 

First Mortgage Bond. 

The Water Company, of , a cor- 
poration duly organized and existing under the laws of the state of 

, for value received, hereby promises to pay to 

Trust Company, or bearer, the sum of one thousand dollars, lawful money 
of the United States of America, on the first day of September, in the year 
one thousand nine hundred and fifteen, together with interest on said sum, 
from the date hereof, at the rate of six per centum per annum, lawful money 
of the United States of America, payable semi-annually on the first days 

of March and September in each year, at Trust Company 

in the city of , on presentation and surrender of the coupons 

hereto attached, as they severally become due. This bond is one of a series 
of two hundred, of five hundred dollars each, numbered consecutively 
from one to two hundred, both numbers inclusive, and of a series of one 
hundred, of one thousand dollars each, numbered consecutively from two 
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hundred and one to three hundred, both numbers inclusive, and amounting 
in the aggregate to two hundred thousand dollars', all being of like date 
and tenor, except as to amount, and all equally secured to be paid by first 
mortgage upon the water works of the said Water Com- 
pany, of in and near the city of , in 

the 8tat« of , together with all its lands, machinery, pipes, 

outfit, rights, liberties, privileges and franchises, now held or hereafter to 

be acquired by it, with all its income and profits; execut«d by it to 

Trust Company, trustee, bearing even date herewith, 

and duly acknowledged and recorded according to law, in the oflice of the 

register of deeds of the county of in the state of 

This bond shall not become obligatory until authenticated by the signa- 
ture of said tnistee to the certificate hereto appended; and it is redeem- 
able in advance of its maturity, on and after the first day of September, 

1895, at such a time as the said Water Company, of 

at its option may elect. 

In Witness Whereof, the said Water Company, of 

, has caused this instrument to be sealed with its cor- 
porate seal, and to be Mgned by its president and secretary, and the coupons 
hereto attached to be signed by the engraved facsimile of the signatmre of 
its treasurer at aforesaid, this first day of September, 1885. 

The Water Company, op , 

by 



This certifies that this bond is one of the bonds mentioned in the mortgage 
within referred to. 

The Trust Company, 

by 

,iU President. 

[$30.] , , The Water Company, of 

, will pay to bearer thirty dollars on surrender of this coupon at 

Trust Company in the city of , for 

semi-annual interest on first mortgage bond No 

, Treaeurer. 

Now, therefore, for and in consideration of the premises, and of the 
smn of one dollar, cash in hand, paid to the party of the first part by the 
party of the second part, before the sealii^; and delivery hereof, the receipt 
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whereof is hereby acknowledged, and in order to secure the payment of said 
bonds and coupons according to their tenor, the party of the first part has 
granted, bargained and sold, and does by these presents mortgage and 
warrant to the party of the second part, as trustee, and its successors and 
assigns, all rights, powers, privileges, and franchises granted to or con- 
ferred upon the party of the first part, by the state of and 

the city of , or which may hereafter be so granted and con- 
ferred ; together with the water works of the party of the first part, in and 

near the city of , in county, in the state of 

, together with all its lands, machinery, .pipes, outfit, rights, 

liberties, privileges, and franchises, now held or hereafter to be acquired 
by it, with all its income and profits, including any revenues derived by 
the party of the first part from whatsoever source; and all its contracts, 
and all its muniments of title to real and personal estate. 

To HAVB AND TO HOLD the Same to the party of the second part, its 
successors and assigns forever; in trust, nevertheless, upon the foUowing 
conditions, and for the following uses and purposes, to wit: ' 

First. So long as no default shall be made in the payment of the prin- 
cipal or the interest of the said bonds according to their tenor and effect, 
and BO long as the conditions of this deed shall be performed, the party of 
the first part, its successors or assigns, shall be permitted to retain the 
possession and control of the said mortgaged property, and of its income and ' 
profits, except as hereinafter provided. But the party of the first part 
agrees to pay all taxes, assessments and levies which shall from time to 
time be legally imposed, assessed, or levied upon the property and franchises 
hereby conveyed and attempted to be conveyed, the lien whereof might 
be held superior to the lien of these presents, so that the priority of these 
presents shall at all times be duly maintained and preserved ; and to take 
cate of and preserve the said property, and to do on demand of the party 
of the seqond part, its successors and assigns, all acts necessary or proper 
to keep valid the lien hereby created and intended to be created; and at 
any future time, and as often as it may be necessary, to execute on demand 
of the party of the second part, its successors or assigns, all such other 
assurances, deeds, mortgages, and other instruments of writing in due 
form and effect, as may be proper to the better carrying out of the true 
intent and meaning of these presents; and' especially, and at its own cost, 
to do all things that may reasonably be required by the party of the second 
pwl;, its successors and assigns, to keep valid the lien hereby intended to 
be created upon after acquired property. 

Secondly. The party of the first part further covenants for itself, its 
successors and assigns, to and with the party of the second part, its suc- 
cessors and assigns, that, in addition to the payment of the interest, and 
in order to provide a sinking fund for the pajrment and retirement of the 

Digilizcd by Google 



22 CorpoTation Accounting and Management. 

principal of the said bonds, beginning with the receipts of the party of the 
firat part, of the second day of September, in the year one thoueand ei^t 
hundred and ninety, and continuing during the existence of any of the said 
mortgage debt, ten per centum of the gross water rates, except the revenue 

from public fire hydrants, received by Water Company, 

of , shall be p^d over to the said trustee on the first 

days of March and September in each and every year, to be applied to the 
redemption and retirement of the principal of the said bonds. The said 

trustee shall use the said fund in redeeming bonds which the said 

Water Company, of , may call for redemption 

in advance of their maturity, and if any surplus of sinking fund money 
shall remain after exhausting such calls, the said trustee shall apply such 
surplus to the redemption and retirement of the principal of any other of 
the said first mortgage bonds of the party of the first part, by purchase 
of such bonds in the open market, provided that such purchases be made 
at a rat« not exceeding ten per centum premium and accrued interest. 
And such of the said money as the said trustee shall not be able to use in 
the manner aforesaid shall be invested by it for the purpose of earning 
interest for the benefit of the said sinking fund. 

Thirdiy. In the event that the party of the firqf part shidi fail for the 
space of ninety days to pay the semi-annual interest as and when the same 
may become due, on the said bonds, or any of them, after presentation 
and demand of the payment of such coupons, or shall fail for ninety days 
to pay the said installments of sinking fund, as and when the same may 
become due, or any of them, aft«r demand of them, or any of them, then 
and in that event the whole of the principal of all the outstanding bonds 
hereby secured Hhall, at the option of the holders of such bonds, respectively, 
become due and be payable, and the hen hereby created may be enforced for 
the whole debt ; and the party of the second part and its successors shall 
on the written request of the holders of a majority of said bonds then out- 
standing take possession of the property and franchises herein mortgaged 
or covenanted so to be; and by itself and agents or by a receiver of a court 
appointed in a suit for the enforcement of this hen, or a suit for such posses- 
sion, hold, use, and operate the same for the equal .benefit of the holders 
of all of the said bonds, and receive the income and profits therefrom ; or 
such trustee may in such case, by the judgment of a court having jurisdic- 
tion, have all the mortgaged property and franchises sold and conveyed. 
And at any sale of any of the said mortgaged property and franchises, made 
under or by virtue of these presents, the said trustee may, at the request 
of a majority in interest of the outstanding bonds, bid and purchase, in person 
or by attorney, in behalf of the holders of the outstanding bonds herein 
and hereby secured. What may be received by the trustee or receiver 
from income and profits and the proceeds of sale shall be applied as follows: 

1. To the expenses incurred in and about the proceedings, the execution 
of this trust, the preservation and operation of said property, the reasonable 
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compeneatioa to the said trustee, or its successors, and the agent and attorney 
of said trustee, or its successors, all taxes, assessments, and levies on said 
property, all damage to which the party of the second part, or its suc- 
cessors, may become liable by reason of the management of said property, 
and any other proper charge or expense, not caused by the gross Degligenee 
or willful misconduct of the party of the second part or its aucceeaors. 

2. To the payment of the outstanding bonds and the interest thereon, 
herein and hereby secured, ratably and without discrimination or preference. 

3. Any surplus shtdl be returned to the party of the first part. 

Fourthly. If the party of the first part shall at any time before a sale 
of the mortgaged property and before the first day of September, in the 
year 1915, pay all the interest then due on said bonds, and all installmente 
then due on account of the said sinking fund, and all expenses, compen- 
sations, taxes, assessments, levies, and damages, then and in that case the 
bonds shall not be regarded as due, and there shall be no sale of the said 
property for past failures. 

Fifthly. The party of the second part, as trustee or otherwise, shall be 
under no obligation to recognize any person or persons, firm or corporation, 
as holder or holders, owner or owners, of one or more of the bonds secured 
hereby, or to do or refrain from doing any act pursuant to the request or de- 
mand of any person or persons, firm or corporation, professing or claiming to 
be such holder or owner, until such supposed holder or holders shall produce 
the said bonds and deposit the same with the trustee, and shall indemnify 
and save harmless the trustee, to its full satisfaction, from any and all 
costs and expenses, outlays and counsel fees and other reasonable disburse- 
ments for which it may become liable or responsible on proceeding to carry 
out such request or deiriand. The right of action under this indenture 
is vested exclusively in the trustee, and under no circumstances shall any 
bondholder or any number of bondholders have any right to institute an 
action or other proceeding on or under this indenture for the purpose of 
enforcing any remedy herein and hereby provided, except in case of refusal 
on the part of the trustee to perform any duty imposed on it by this agree- 
ment; and all actions and proceedings for the purpose of enforcing the pro- 
visions of this indenture shall be instituted and conducted by the trustee, 
according to its sound discretion; but the trustee shall be under no obliga- 
tion to institute any such suit or to take any proceedings under this indenture 
until it shall be indemnified to its satisfaction for all expenses and costs of 
every kind, and also for a.11 possible claims for damages. Should any suit 
or other proceeding be brought against the trustee by reason of any matter 
or thing connected with the trusts hereby created, or by reason of its being 
such trustee, it shall be under no obUgation to enter any appearance by 
counsel, or in any way to appear in and defend the said suit or other pro- 
ceeding, until indemnified to its satisfaction for so doing; but it may never- 



V Google 



24 Corporation Accounting and Management. 

thcless appear and defend the same without indemnity if it shall elect 
so to do, and in such case it shall be compensated therefor from the trust 
fund. In case at any time it shall be necessary and proper for the trustee 
to make any investigation respecting any facts preparatory to taking or 
not taking any action, or doing or not doing any thing as such trustee, 
the certificate of the party of the first part, under its corporate seal, Rttested 
by the signature of its president and the affidarit of one or more directors, 
shall be sufficient evidence of such fact to protect the trustee in any action 
that it may take by reason of the supposed existenrc of such fact. It 
flhall be no part of the duty of the party of the second part to see to the 
recording of this indenture as a mortgage or conveyance of real estate, or 
to the filing thereof as a chattel mortgage, or renewing such mortgage, or 
to do any other act which may be suitable and proper to be done for the 
continuing of the hen of this indentiire, or for giving notice of the existence 
of such Uen ; nor shall it be any part of its duty to effect insurance against 
fire or other damage on any of the mortgaged property, or to renew any 
policies of insurance. The trustee shall only be responsible for reasonable 
diligence in the performance of the trust, and shall not be answerable in 
any case for the act or default of any agent, attorney or employee selected 
with reasonable discretion. The trustee shall be entitled to be reimbursed 
all proper outlays of every sort or nature by it incurred in the discharge 
of its trust, and to receive a reasonable and proper compensation for any 
duties that it may at any time perform b the dischai^ of the same; and 
all such fees, commissions, compensation, and disbursements shall constitute 
a lien on the mortgaged property and premises. The recitals herein con- 
tained are made on behalf of the party of the first part, and the party of 
the second part assumes no responsibihty as to the correctness of any 
statement therein conttuned. 

Sixthly. The party of the first part shall indemnify and hold harmteaa 
the party of the second part and its successors against any loss or damage 
which it may incur or to which it may be subjected by reason of accepting 
or executing this trust, not caused by its gross negligence or willful mis- 
conduct. 

Seventhly. The dissolution, death, incapacity, insolvency, refusal to 
act or resignation of any trustee under this mortgage shall produce a 
vacancy in the trust hereby created, and in the event of such vacancy it 

shall be lawful for the judge of the Circuit Court of county, 

in the state of , during term time or in vacation, on the peti- 
tion of the holders of not less than a majority of the said bonds then out- 
standing, to appomt from time to time a trustee or trustees to fill the 
vacancy so produced; and the trustee or trustees so appointed shall be 
clothed with all the rights, powers, and privileges conferred by this mortgage 
upon the party of the second part. 
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EighiMy. And as further security for the payment of the said interest 
and principal, and of the said sinking fund installments, the party of the 
first part has assigned, transferrtfd, and set over, and by these presents 
assigns, transfers, and sets over, to the party of the second part and its suc- 
cessors all its claims and demands during the existence of any part of this 

mortgage debt, against the said city of for the rent of tire 

hydrants under the ordinance hereinbefore mentioned, and under any 
additional water-works ordinances of the mayor and common council of 

the city of , including the right of the party of the first [)art 

to the special fund out of which such demands are payable; and the party 
of the first part hereby irrevocably constitutes and appoints the said trustee 
and its successors, its agent to receive and receipt tor all sums of money 

so accruing from the said city of for the rent of fire hydrants 

during the existence of any part of this mortgage debt ; it to apply a suffi- 
ciency to the payment of the interest on the outstanding bonds as such 
interest matures, and to return any surplus on hand after paying or pro- 
viding for all matured coupons, to the party of the first part on or about 
the first days of April and October of each and every year, 

NinOdy. And if the party of the first part shall well and truly pay or 
cause to be paid the interest on said bonds, and each of them, as the install- 
ments of said interest shah become due, and the said sinking fund install- 
ments, as they shall become due, and the principal of said bonds, as it 
shall become due, and shall comply with all its other obligations, according 
to the true intent and meaning of these presents, then and in that event 
the estate, right, title, and interest of the party of the second part and its 
successors in the trusts hereby created shall cease and determine ; otherwise 
the same shall be and remain in full force and virtue. 

Tenthly. And it is expressly understood and agreed that the party of 
the first part h.aa the right at its option to call and redeem and cause to be 
redeemed any or all of the said bonds, at par and accrued interest, in advance 
of maturity, on and after the first day of September, 1895, in such install- 
ments and at such times as the party of the first part at its option may from 
time to time elect. 

In Witness Whbrgop, The Water Company, of 

, party of the first part, has on this first day of September in the 

year one thousand eight hundred and eighty-five, sealed this mortgage 
with its corporate seal, and has caused this mortgage to be signed by its 
pre«dent and secretary for and in behalf of the party of the first part; 

and The Trust Company, the party of the second part, has 

sealed the same and caused it to be signed by its president, to attest its 
acceptance of the trusts conferred upon it by the foregoing mortgage. 

The Watbsr Company, of , 

by , its President, 

[sEAi:] and by , its 5 
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Signed, sealed, and delivered by The Water Company, 

3f , in the presence of: 



The Tbcst Company, 

[seal] by , ita Prendent. 

Attest; 

, its Secretary. 

Sipied, aealed, and delivered by The Trust Company,' 

in the presence of: 



STATE OF , 

County of 

Be it rehbhbebed. That on this first day of September, in the year 
of our Lord one thousand eight hundred and eighty-five, in the county 

and state aforesaid, before me, , a notary public 

duly commissioned in and for the county and state aforesaid, came 

, who is personally known to me to be the same person 

who executed the foregoing instrument as president of 

Water Company, of , named therein, and he duly 

acknowledged the execution of the same, and that the said instrument was 
the act and deed of the a^d corporation. 

And the said , being by mc duly sworn, did depose 

and say : That he reades in the city of in the county of 

, in the state of , and is the president of The 

Water Company, of , the corporation 

described in and which executed the foregoing instrument; that the seal 
thereto affixed is the corporate seal of said company, and that it was so 
affixed by its authority. 

In Witness Whereof, I have hereunto set my hand and affixed my 
notarial seal, the said first day of September, 1885. 

, Notary Ptddic. 
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fiTTATE OF 

County of 

Bb it hembubebxd, That on this third day of September, in the year of 
our Lord one thousand ei^t hundred and eighty-five, in the county and 

state aforesaid, before me, , a notary public duly com- 

misuoned in and for the county and state aforesaid, came , 

who is personally known to nie to be the Bflme person who executed the 

foregoing instrument as secretary of The Water Company, 

of , named therein, and he duly acknowledged the 

execution of the same, and that the s^d instrument was the act and deed 

of the said corporation; and the said , being by me 

duly sworn, did depose and say: That he resides in the city of , 

in the county of , in the state of , and 

is the secretary of The ; Water Company, of 

, the corporation described in and which executed the fore- 
going instnmient. 

In Witness Whereof, I have hereunto set my hand and afiixed my 
notarial seal the said third day of September, 1885. 

Notary Public. 
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PART 111. 

WATER WORKS 



On the commencement of business the corporation ^nerally 
issues a pamphlet or flyer, embodying their rates, rules, and regu- 
lations, a copy of which is at the disposal of all, and at the same 
time opens what is tenned an Application Book. 

(Form 106) 

(Form of Application Book.l 

Boston, Mass., 190 . 



CONSUMER'S WATER COMPANY. 

The undersigned hereby makes application to the aforesaid company 

for a supply of water at premises, located at ^ 

and occupied by for 

purposes only, and agrees to pay for same in accordance with the rates, 
rules, and regulations of said company, now or hereafter in force; and 
further agrees that the said company may enter upon the premises or any 

lands owned by or in which 

has a right, for laying all pipes that may be necessary for such supply, and 
that said company may inspect and repair such pipes at any time when 
occasion requires. 

(Signature) 

This is the authority or contract imder which the water-works 
superintendent makes the service connection. 



SERVICE CARD. 

When the service-pipe connection is completed, th^M^rin- 
tendent makes out a " service card," showing the serviceHBnber, 
date ordered put in, house number, street, name of cuat*W^r, size 
of the connection, kind and length of pipe from main to Ime, line 
to stop and waste, with shut-off s, etc., thereon; and on the back 
of the card draws a sketch or diagram of the connection. 

If desired, the data showing the connection can be plotted on 
a set of plans showing the system of works and connections. 
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If company charges customer for tapping distribution pipe, 
or for the pipe from same to his property hne, bill can be made 
direct from this card and proper record thereof made in the cus- 
tomer's register hereinafter described, after which the card can 
be filed. 

(Form B) 

CONSUMER'S WATER COMPANY, 

SERVICE CABO. 

No Boston, Mass., 1905. 



Location House No.., 



Size, Kind of Pipe inch pipe 

From Main to Line feet 

„ Line „ Curb ,, 

„ Curb „ Stop and Waste „ 

No. Stop and Wastes 



No. Teee- No. Elbows... 

No. Crosses No. Unions.... 

Other Fittings 



Total Length reet 

Remarks : 



Approved by 1905. 

Inspector. 
(See sketch on back showing connection.) 



PLUMBER'S CAM). 

After the plumber has installed the fixtures, he makes a return 
thereof on a " plumber's card," showing the date, service number, 
name of customer, purposes for which supply is to be used, and 
the number and kind of fixtures connected, either on the inside 
or outside of the premises, transmitting same to the company 
whose representative makes an inspection of same, and if found 
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satisfactory, countersigns the card. The fixtures connected with 
the service can then be entered in the inspection part of the register 
and card filed. 



CONSUMEE'S WATER COMPAKY. 



PLtUBBR'S CARD. 



House No 

Owned by 

Occupied by... 



Boston, Mass., 1905. 

I have connected Service No. .tliis day, 

Street. 









DCiOW. 


KIND 


NUMBER 


1 
5 




m" 


RoomB in House 




Families Supplied 




l8t Faucet 




Additional Faucete 




Bath Tubs 




Water Closets 




Urinals 




Laundry Tuba- 




Hose 




Fountains 




Horses 

















WATER, TAP, AND SERVICE PIPE BILLS. 

All bills for water, taps, and service pipes are first entered in 
the register. In order to avoid confusion and to expedite posting, 
bills for metered water, unmetered water, or fixture rates, service 
pipes and taps should be printed on paper of different colors. 

Bills are made with stub attachments, the stubs being retained 
by the collector as his memoranda for moneys received. 
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(Form D) (Form of Meter Bill.) do HOT 

DXTACB STUB, 

CONSXJMER'S WATER COMPANY. 

Service No Boston, Mass., 1805. Service No 

M Dr. M 

To Water Rent from to 1905. Meter Rates 

Present meter reading cu. ft. From 

Last „ „ cu. ft. To 

cu. ft 

@ per M, 9 Amount, t 

Discount, S 

Received Payment, Balance 

Due, 9 

Collector. 
(Bills for metered water are due and payable ou do not 

the first day of eacli quarter.) detach stub. 



ing this bill with you and do not < 

CONStJMER'S WATER CO 

dee No Boston, Mass., 


detach Stub.) 
MPANY. 

1905. 

Dk. 
1905: 
» 


DO NOT 

DETACH STUB. 

Service No 


To Water Rates for year ending 






Ye-ar ending 1905. 


Bath Tubs 










Set Basine 


















Sprinklers, 

Fountains, 

Horses, 

Cows, 

Greenhouses, 












Due, $ .... 








Paid 




when, 


Total, 
Received Payment, 


1 



(Over) 
See copy Rat«s, Rules, and Regulations. 
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COLLECTOR'S REPORT. 

The collector makes a report to the treasurer or other officer 
either daily, weekly, or monthly, aa the occasion or custom re- 
quires, on a printed form arranged in a columnar manner, showing 
the number of service, name of customer, amounts, received for 
water (meter and fixture basis separately), taps, service pipes, 
meter rentals, miscellaneous, and date when paid. 

The total of this report should agree with the total of the amounts 
as indicated on the stubs from which he detached the bills. When 
transmitting cash or check to the treasurer for the amount thereof, 
with stubs attached, he receives a voucher signed by the treasurer 
which is made detachable from the report by a perforated line. 



Collector's Beport 
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TREASmtER'S STATEMENT. 

Should the collectionB be made direct by the treasurer, he can 
make out a " statement of collections " on a form similar to 
Form H and attach the stubs thereto, posting payments to the 
respective customers' accoimts in the registers hereinafter men- 
tioned. The totals of the columns on these statements, viz., 
metered water, fixtiu* rates, service pipes, taps, etc., should 
also be posted to the debit side of his cash accoimt imder their 
respective columns, either daily, weekly, or monthly, as the occa- . 
Mon or custom requires, after which the statements can be filed. 
In a large works these statements should be written up and posted 
daily. 
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CONTROLLING UETHOD. 

This method is arranged by the use of a " controlling account " : 
At the beginning of predetermined periods to debit customer's 
account in the journal with the total amounts as shown by the 
respective registers for water, taps, service pipes, etc., and credit- 
ing these accounts (water, taps, service pipes, etc.) in swd journal, 
posting same to the ledger accounts, and crediting customer's 
accounts and debiting cash in the main ledger when payments 
are made ; also to make proper entries or allowances for all abate- 
ments, rebates, outstanding accounts, etc., at the end of the fixed 
periods. 

NOTE.— For Customer's Registers see Part IX. 



HOUSE-TO-HOUSE INSPECTION AND METER BOOKS. 

The house-to-house inspection book is arranged in a columnar 
mamer, with columns for service number, date of inspection, 
name of customer, street, faucets, additional faucets, bath tubs, 
additional bath tubs, set tubs, water closets, hoppers, urinals, 
hose, fountains, horses, head of cattle, horse-power boiler, fans, 
rooms, valuation, frontage, etc., depending entirely upon the 
method of rating adopted by the company, with end column for 
remarks. This book can be made to run for any number of 
years. 

For a large city it would be desirable to have one' or more of 
these books allotted to each section or ward. 

In case there is no change in either the fixtm-es or name of cus- 
tomer, no entry or transcript is required to be made in the inspec- 
tion part of the register. 

In order to facilitate the work of inspection and expedite post- 
ing, these books should be arranged by streets or routes. They 
can be made up in bomid book form, or on the loose-leaf system, 
as seems most desirable. 
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METER BOOK. 

This book is arranged in a columnar manner, with columns 
for service number, name of customer, street, purposes used, 
meter number, size and kind, date, reading cubic feet, difference 
cubic feet, and column for remarks. These books should be arranged 
by streets or routes and allotted to different sections or wards, 
as the case demands. 

These records are often made on loose-leaf books, the inspector 
turning in daily all readings, starting with a new lot of loose leaves 
in his folder each day, thereby enabling the accoxmting depart- 
ment to render bills expeditiously. 
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ON AIVD OFF BOOK. 

This book is arranged in a columnar manner, with columns for 
service number, name of customer, location, fixtures (on, off), 
amount of rates, signature of customer, remarks. 

These records can be kept in a bound book or on block form 
of loose leaves manifolded, the manifold copy being sent daily 
to the bookkeepers to make proper entry in the registers of the 
services which are reported to the office as " on " or " off." If 
kept in bound book, abstract of the daily changes should be sent 
to the bookkeepers. 

For large works, it would be advisable to have separate books 
for services " on " and services " off." 
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CASH BOOK, JOTTRnAL, AND LEDGER. 

These three books can be combined in one volume or binding, 
for a small works, allotting the first part to cash, second to journal, 
and the last part to ledger, in the proportion of one half, one 
eighth, and three eighths, respectively. 

The journal and ledger are of the usual ruled form, but the cash 
book is arranged in a columnar manner, both on the debit and 
credit sides, thereby makii^ it a " cash ledger." 
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The following suggested headings for columns for a cash book 
are intended for a well-equipped works in a large city, which can 
be added to or reduced to meet the needs of any works. 

For debit side : 
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The " expense " account column is for use in case of sale of 
any supplies by the superintendent which were previously charged 
to that account, such as oil, waste, postage, etc., and for rebates 
on insurance. 

For credit side: 
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The total of the respective columns, excepting only " Other 
Ledger Accounts " column, can be summarized at any given 
period, and posted by one entry direct to the ledger, thereby 
avoiding a great deal of imnecessary bookkeeping. 

The column " Other Ledger Accounts " is intended for any 
personal or impersonal accounts with which it is deared to open 
an account in the ledger, and requires separate posting for each 
account entered in this column. 

If payments are made by checii, with voucher attached, col- 
umns can be inserted for the " Voucher No." and " Total of 
Voucher," if de^red. 

The two blank columns referred to on both debit and credit 
sides are for use in the case of opemng any new active ledger 
accounts not enumerated above, wliich are of a temporary char- 
acter, such as: 

For debit side: 

Cash received for the rent of any land, buildings, tools, or appa- 
ratus, etc., which are owned by the company. 

Cash received for notes issued. 

Cash received from the sale of notes receivable. 

Cash received from the sale of any securities, such as bonds, 
stoclt^, etc. 

For credit side: 

Cash payments for notes taken up. 

Unusual payments for the purchase of securities, such as t)onds 
for sinking fund, the retiring of any stocks, etc. 

Unusual payments for extensive repairs, such as overhauling 
the pumping machinery, or on account of a serious break in the 
miuns, for which it may tw desired to segregate the cost of such 
extraordinary repah^ to determine the exact cost of same, apart 
from ordinary items of repairs or renewals. 
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If it ifi defflred to have the accounts under the units of Pump- 
ing Station, Distribution System, Fixed Charges, General Expenses, 
and Construction, the headings for the credit side of cash book, 
or the headings for the accounts payable book or distribution 
book, if accounta are kept by the controlling method, may be as 
follows: 
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ACCOUMTS PAYABLE, VOUCHERS PAYABLE, OR DISTRIBU- 
TION BOOK. 

In lieu of making distribution of accounts in the cash book, 
open what is termed either an accounts payable, vouchers payable, 
or distribution book, which have practically the same ledger 
headings as the credit side of the cash book herein outlined, and 
make distribution of the invoices or vouchers under the suggested 
headings, opening account with said book in the main ledger by 
the controlling method. 

This method is recommended only for the larger quasi-public 
corporations, the smaller ones being able to condense their accounts 
in a less nimaber of boolts by reducing the number of ledger bead- 
irtgs. 

When the ledger headings and subdivisions of same are numer- 
ous, the accounts should be either numbered or lettered, which 
facilitates and expedites the entering, posting, and classification of 
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VOUCHER, CHECK, AND DISTRIBUTION. 

The voucher, check, and distribution should be printed on the 
face of a sheet, thereby enabling one to make computations and 
distribute the amount to the appropriate accounts without being 
compelled to turn the sheet over or upside down to enter the 
distribution or make comparisons, thus minimizing the liability 
of error, as it can be readily seen at a glance that the items of the 
distribution and total thereof correspond with the amount of 
the voucher and check. 

In case the voucher is to be folded for fiUng purposes after 
payment, there should be printed on the back, " Voucher No. 
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CLASSIFICATIOff OF REVEnUE, OPERATION AITO MAINTE- 
NAITCE, FIXED CHARGES AND CONSTkUCTION. 

REVEITUE OR IHCOHE. 

(A) Water. 

(B) Mder Rentals. 

(C) Service Pipes. 

(D) Taps. 

Account (A). 
To include all receipts for metered water, unmetered water, 
or rates on a fixture, valuation, room, frontage, or other basis; 
public hydrant rental or service, for the payment of which the 
city or town is responsible; private hydrants, rental of hydrants 
on private property, and flat rates for automatic sprinklers or 
private fire-service pipes;* flushing streets or sewers; street 
sprinkling; sale of all water, not otherwise accounted, to boats 
by the barrel, tank, or meter; to contractors for temporary use 
of water, where it would not pay to install a meter; and transient 
customers, such as circuses, etc. 

Account (B). 
To include all receipts for rent of meters of any kind, or any 
other apparatus by which water is measured which are furnished 
by the company. 

Account (C). 
To include all receipts for sale of service pipe and fittii^ and 
labor in laying and connecting same with the system. 

Account (D). 
To include all receipts for tapping mains, should the works 
charge customer therefor. 
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EXFEITDITURES FOR OPERATION ASD UAIHTEIIAIICE. 

(E) Expense. 

(F) Repairs and Renewals. 

(G) Salaries aiid Wages. 
(H) Fuel. 

Account (E). 
To include all charges for oil, waste, freight, and cartage thereon; 
rent and care of offices; insurance of real estate and other prop- 
erty against fire, ateam boiler, accident, and liability msurance; 
legal expenses; office supplies, such as accotint books, printing, 
stationery, renewals of office furniture, etc. 

Account (F). 

To include all charges for repairs and renewals of pumping 

machinery, mains, service pipes, meters, reservoirs, standpipes, 

including repainting, etc., filters, including cleaning and washing 

same, pmnping station and grounds, etc. 

Account (G). 
To include all wages of engineers, firemen, and assistants; super- 
intendent and assistants at filter; salaries of office force, super- 
intendent of works and executive officers. 

Account (H). 
To include all charges for coal, wood, .or other fuel, including 
the handling of same and freight and cartage thereon, delivered 
to the point of use. 
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FIXED CHARGES. 

(I) Interest and DiscouyU. 
(J) Taxes. 

Account (I). 
To include interest on bonds and other interest-bearing securi- 
ties; also interest and discount on notes and open accounts,* 
excluding those the proceeds of which are applied to constniction. 

Account (J). 
To include all taxes of whatever nature assessed ag^nst the 
property, t 

* Interest on notes and open accounts ia not uBUally classed with fixed charges, 
but is included hemn as a matter of convenience in accounting. U it is desired to 
differentiate, another account could be opened, such as " Interest and Discount on 
Floating Debt, etc,," or " Uiscellaneous Interest." 

t Some eminent authorities do not include " Taxes " under the head of fixed 
cliai^efl, but although variable, they are a prior lien to the interest on mortgage bonds 
and even to charges for operatjon and majntenance. They are fixed in the sense at 
the familiar quotation, " Nothing is certain but death and taxes." 
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CONSTRUCnOH. 

(K) Extensions of Mains. 

(L) Service Pipes. 

(M) Meters. 

(N) Tools. 

(0) Miscellaneous. 

Account (K). 
To include the cost of all pipes, gates, hydrants, special cast- 
ings, lead, yam, packing, fuel (for melting lead), freight and cart- 
age thereon, trenching, paving, and labor in extending the pipe 
system, together with the cost of supervision. 

Account (L), 
To include the cost of all new service pipes and fittings, with 
freight and cartage thereon, and labor in laying and connecting 
services with the system. 

Account (M). 
To include the cost of all meters, meter boxes, extension dials, 
freight and cartage thereon, and labor in connecting same. 

Accmmt (N). 
To include the first cost of all tools and freight and cartage 
thereon. 

Account (0). 

To include the cost of all other additions to or extensions of the 

plant not otherwise enumerated under the head of construction, 

which occurs occasionally, such as the installation of pumping 

machinery, pipe bridge, etc., which are not renewals or replaee- 
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FORM OF CASH BOOK IF ACCOmTTS ABE KEPT BY THE 
COHTROLLrae UETHOD. 
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The blank ruled coIumnB on debit side are for active accounts 
which do not go through the " customer's registers," and for which 
it may be desired to open ledger accounts; those on the credit 
side for active accounts which do not go through the " accounts 
payable or distribution book "for which it may be desired to open 
ledger accounts. 

The "other ledger accounts" column is explained under Cash 
Book, Journal and Ledger, Part III. 

AUXILIART BOOKS. 

These books relate principally to the management and opera- 
tion of a plant and have only an indirect bearing on the revenues, 
assets, and liabilities; nevertheless they are important as a means 
of ready reference, as they serve to keep down the cost of opera- 
tion, and should be kept by all quasi-public corporations. 

{A) COHSTRUCHOH RECORD BOOK. 

This book, as its name implies, shows size, kind, lengths, and 
locations of all pipes, hydrants, valves, valve boxes, meters, etc., 
which are buried in the ground to a great extent; and details and 
sketches of other structures, such as pumping stations, reservoirs, 
standpipes, filters, etc., culled from the original specifications, 
plans, or contract for building the same. 

It contains alt information which a general plan of the works 
should furnish, but m addition gives the detwls of all parts of 
the construction. It. is assumed, however, that all works would 
at least have a general plan showing the pipe system and connec- 
tions. 

Information of this character should be a matter of record, for 
in case of absence, disability, or the sudden death of a manager 
or superintendent of a plant, who alone was the possessor of this 
data, emergencies might arise, such as a break in the mains, which 
might cause loss by flood alone running into the thousands of 
dollars. It serves also as a record of the invisible property. 
Simply as a means of ready reference even to one conversant with 
the entire system, it will economize in time and labor, and at times 
avoid large financial outlay to properly locate pipes and other 
structures which have been buried in the ground for years. 
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For a large city it would be advisable to have a construction 
record book, covering the whole city, and in addition thereto 
sectional or divisional construction record books, each superin- 
tendent of a division or section being furnished with a copy of 
the construction records pertaining to his division. 
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(S) GATE BOOK. 
This book is in the nature of a small sketch book, which can be 
carried in the pocket, showing the location of gates and hydrants 
by streets, also plugged branches, and is invaluable to a super- 
intendent, as it obviates the necessity of consulting the plans 
continuously. If more than one copy of the book is desired, the 
ori^nal sketch can be made on tracing cloth and blue-prints 
made therefrom at a small expense for any number of books. 
They should be indexed by streets. For a large works, gate books 
should be allotted to each division or section. 
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(C) PUMPIHQ STATIOH RECORD BOOK. 

Tlus is kept by the engineer or his assistant, which shows the 
time of pumping, number of revolutions of the pump, kind of coal 
and amount used, number of gallons of water pumped daily, 
pumping lift, etc. ■ 

Computations from this data can be made which will show the 
amount of water pumped during the year, either by water or steam 
power, and whether the pump is performii^ duty equivalent to 
its rated efficiency. If not, there is a loss in delivery, which is 
commonly called " slip," and it would be advisable to have the 
pump tested and put in repair, thereby keepii^ down operation 
charges in reducing the amount of coal consumed, wear and tear 
on pumping machinery, and additional cost of extra engineering 
force. 

(D) FILTER RECORD BOOK. 

This book is kept by the operator at the filter plant, in a columnar 
manner, with columns for: day of month; duration of pumping; 
head on filters, before and after using; number of filters in use; 
water filtered in twenty-four hours; average rate of filtration per 
filter; amount of water used in washing filters; amount of alum 
used; other chemicals; compartments cleaned; turbidity; tem- 
peratures, air and water: results of analyses, and column for 
remarks, under which can be entered such data as when filters 
were scraped, replenished, or washed, number of men employed, 
teams, etc. 

(M) ICETER TEST AND BIETER REPAIR BOOKS. 

These books are in the nature of records of the comparative 
efficiency and durability of the different kinds of meters on the 
market, and can be arranged in a columnar manner, showing the 
size and kind of meter, maker, head, openings or size of streams 
measured, discharge cubic feet, percentage of loss on rated effi- 
ciency, etc., with column of remarks, under which can be entered 
the conditions under which the test is made, for the meter test book. 

For meter repair book, columns for date set, maker, kind and 
size of meter, date repaired, with extended column for repairs 
and renewals, subdivided into columns for spindles, disks, casings, 
frost cases, bolts, etc., following with colimms of cost and remarks. 

These books can be made up in bound form, loose leaves, or data 
kept on cards, as seems most desirable. 
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For a small plant, the record books enumerated above, viz., 
construction record book, equipment book, pumpii^ station, 
real estate book, and miscellaneous construction record book, 
could be incorporated in one book, allotting the greater part of 
the pages to pipes, hydrants, ami valves, as these records are 
active, due to the extensions of the system, while the other 
records are more of a fixed character. 

If further information is desired as to the character of the 
fixed structures, such as reservoirs, standpipes, filtration plants, 
pumping and other machinery, pumping stations, etc., a dozen 
blank pages could be incorporated in the book, whereon sketches 
or diagrams could be made showing the construction and mem- 
oranda of the details thereof culled from the original specifica- 
tions or contract for building same, thus having at hand 
convenient references when occasion requires, obviating the 
necessity of hunting up the original data or contract, which may 
have been misplaced or lost in the files of the office. 
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PART IV. 

GAS WORKS. 

By a few minor changes in the wording and headings of appli- 
cation book, service card, coUector'a report, treasurer's state- 
ment, meter book and on and off book, referred to under Part 
III, these are adaptable for gas works. 

In lieu of plumber's card (Form C, Part III), substitute a 
gasfitter's card, showing about the same detwls as to gas fixtures 
connected. 

The same general form of bills (Form D) can be used by the 
substitution of the word " gas " for " water "; also bill to have 
printed thereon " meter reading," " last meter reading," " differ- 
ence cubic feet," " rate," and " amount due." In case company 
rents or sells gas stoves, gas engines, or fixtures to its customers, 
these items should be printed on the bill in order to economize 
in clerical labor. 

NOTE. — For Customer's Registers see Part IX. 



GASH BOOK, JOURNAL, AND LEDGER. 

These three books can be combined in one volume or binding 
for a small company, allotting one half of the pages to cash, 
one eighth to journal, and three eighths to ledger. For the 
credit side of the cash book a short leaf should he inserted, owing 
to the large number of accounts thereon. 
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The same general forms (M and N) are recommended, with the 
following headings: 



For debit side: 
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For credit Mde: 
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The totals of the respective columns, excepting only " other 
ledger accounts " coliunn, can be summarized at any given 
period, and posted by one entry direct to the ledger, thereby 
obviating a great deal of unnecessary posting. The " other 
ledger accounts " column, as noted under Part III, is intended 
for any personal or impersonal accounts with which it is desired 
to open an accoimt in the ledger, and requires separate posting 
for every item in this column. 

If payments are made by voucher check, columns can be in- 
serted for voucher number and total of voucher, which will 
balance the distribution of the check. 

In lieu of making distribution of accounts in the cash book 
where there are so many accounts and subdivisions, which may 
make the book too cumbersome to handle, a distribution book, 
accounts payable, or vouchers payable book could be opened 
and distributions made under the suggested headings for all 
disbursements, opening accoimt with said book in the main 
ledger by the controlling method. (See Controlling Method aind 
Accounts Payable, Vouchers Payable, or Distribution Book 
under Part III.) 

The accounts should also have a designating niunber or letter, 
as found most convenient, which would materially assist in the 
entering, posting, and classification. 

CLASSIFICATION OF REVENUE, OPERATION AND MAINTE- 

HANCE, MANUFACTURING, FIXED CHARGES, AND 

CONSTRUCTION. 



REVEHUE OR IHCOUE. 

(A) Gas. 

(B) By-Products. 

(C) Rents. 

(D) Service Pipes. 

Account (A). 
To include all receipts for metered gas and unmetered gas for 
public or private lamps, either by moonlight or other schedules. 
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Account (B). 
To include all receipts from the sale of the by-products, such 
as coke, tar, and ammoniacal liquor. 

Account (C). 
To include all receipts from the rentals of gae stoves, meters, 
engines, gas lamps, etc. 

Account (D). 
To include all receipts for sale of service pipes and fittings 
and labor in layii^ and connecting same with the system. 



EXPEHDITURES FOR OPERATIOlf AHD HAIKTEllAlfCE. 

(E) General Expenses. 

(F) Repairs, Renewals, and Mainteruince. 

(G) Salaries and Wages. 

Account (E). 
To include all charges for rent and care of offices; insurance of 
real estate and other property against fire, steam boiler, accident 
and liability insurance; legal expenses, including therein damages 
to persons and property; office supplies, such as account books, 
printing, stationery, renewals of office furniture, postage, etc. 

Account (F), 
To include all charges for repairs, renewals, and maintenance 
of mains, service pipes, meters, gas lamps, etc., together with 
cost of all labor and supplies necessary therefor, including freight 
and cartage, excluding only repairs, renewals, and maintenance 
of manufacturing plant. 

Account (G). 
To include the salaries and wages of inspectors, meter readers, 
collectors, office force, and executive officers, etc., excluding 
salaries and wages at manufacturing plant. 
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MAHUFACTUIUITG EXPEHSES. 
(H) Manufacturing Expenses. 

Account (H). 
To include charges for coals, enrichers, purifying materials, 
etc., delivered to the works; water; salaries and wages at works; 
repairs, renewals, and maintenance of works, etc. 

FIXED CHARGES. 

(I) Interest and Discount. 
(J) Taxes. 

Account (I). 
To include all interest on bonds and other interest-bearing 
securities; also interest and discount on notes and open ac- 
counts, except interest and discount on notes, the proceeds of 
which are applied to construction,* 

AccoutU (J). 
To include all taxes of whatever nature assessed against the 
property.* 



COIfSTRDCTIOH. 

(K) Real Estate. 

(L) Apjiaratus and Machinery. 

(M) Extension of Street Main^. 

(N) Meters. 

(0) Miscellaneotis. 

Account (K). 
To include the cost of all land, buildings, wharves, etc., of 
whatever nature, with their necessary equipment, such as ele- 
vators, etc., and any improvements or additions thereto. 

■ 8« note under Water Works OSBslficatioD. 
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72 Corporation Accounting and Management. 

Accouni (L). 
To include the cost of the installation of all machinery and 
manufacturing appliances, with any additions or improvements 
thereof. 

Account (M). 

To include the cost of all pipes, gates, special castings, lead, 

packing, fuel (for melting lead), and freight and cartage thereon, 

together with the cost of all trenching, paving, and labor in 

extending the street mains, including the supervision thereof. 

Account (N). 
To include the cost of all meters, meter boxes, extension dials, 
freight and cartage thereon, and labor in connecting same, and the 
supervision thereof. 

Account (O). 
To include the cost of manholes and all other additions to or 
extensions of the plant not otherwise enumerated under the head 
of construction. 
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AUXILIARY BOOKS. 

Under this head, the construction record (Forms P and P-1) 
and gate book;( Form P-2) are deemed imperative, as emergen- 
cies daily arise, especially in the lai^ cities, where immediate 
location of the gaa mains and connections demands accurate knowl- 
edge, so that leaks can be repaired at the earliest possible moment. 



(A) Construction Record Book. 






(B) Equipment Book — Manufacturing Plant. 



I - I ■■■ I 
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Corporation AccourUitig and Management. 
CO Real Estate Book. 



(D) Valve or G«e Book. 

This book is in the nature of a sketch book, showing the loca- 
tion of all gates by streets, also the mains and sizes thereof, and 
can be carried easily by the superintendent in his pocket. The 
original sketches for gate book can be made on tracing paper, 
and blue-prints made therefrom for any number of gate books. 
For a large plant, gate books should be allotted to each division, 
and the manager or superintendent of each division furnished 
with one or two copies of same, showing the gates and connections 
in his particular division. 

It is also advisable to have the general construction record 
book divided into divisions, and each superintendent of a divi- 
sion furnished with a copy thereof. This is absolutely neces- 
sary for a large city. 



(E) Meter Test and Meter Repair Books. 

These books are arranged in a columnar manner, showing the 
date of test, maker, size, kind, discharge cubic feet, percentage 
of loss on rated efficiency, remarks, — for meter test book. 

For meter repair book, columns for date set, maker, kind, and 
size, date repaired, with extended column for repairs and renew- 
als, subdivided to show all the details desired of the repair or 
renewal of parts of the meter. 

These can be made up in bound form, or data kept on loose 
leaves or cards, as seems most desirable, not I^earing any records 
pertaining directly to the finances. 
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(F) Manufacturing Book. 

This book is arranged in a columnar manner, nmning daily, 
by months, with columns for date, process used, number hours 
making gas, coal carbonized; subdivided into columns, — kind, 
amount, quality, amount used by company for other purposes; 
enrichers, — kind, quality, and amount; purifying materials; 
water; number cubic feet gas manufactured; number cubic 
feet gas sold; number cubic feet gas unaccounted for; percent- 
age unaccounted for; residuals, — coke, tar, and ammoniacal 
liquor; average pressure on mains, — day and night; average 
candle power of gas, and column for remarks. 

For a small plant the record books, viz., construction record book, 
equipment book, — manufacturing plant, and real estate book, 
can be incorporated in one book, allotting the greater part of 
the pages to pipes, valves, gas lamps, etc., these records being 
active, due to the extensions of the system; while the other 
records are more of a fixed character. 

If further information is desired as to the character of the fixed 
structures, such as apparatus and machinery, gas holders, etc., 
a few blank pages can be incorporated in the book, whereon 
small sketches or diagrams could he made showing the method 
of construction and memoranda of the details thereof, culled from 
the original specifications, plans, or contract for building the 
same, thereby having immediate access to this data when occasion 
requires, obviating the necessity of hunting up the original papers, 
which may have been misplaced or lost in the office files. 
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FORM OF REPORT REQUIRED BY GAS AND EtECTRK 

LIGHT COMMISSIONERS OF UASSACHUSETTS. 
(Form 107) 

Please give full corporate title of company, 

D&te of organization, if since June 30, 1903, 

Date when company began to sell gaa or electric li^t, if wnce June 30, 1903, 

Date or dates during the year of the return when capital was paid in, 

Location of principal business office, 

Namea of the cities or towns supplied with gas by the company, with number 

of consumers' meters in eadi place, 
Names of the cities or towns supplied with electricity by the company, with 

number of customers (tmI including the city or town) in each place, 

LIST OF SALARIED OFFICERS. 




SCHEDULE A.— CAPITAL, DEBTS, COST OF PLAHT, JDHE 30, iswS- 



1. Capital authorized by chart«r S 

2. Capital authorized by vote of company : . 

3. Capital paid in i 

shares, par value, $ $ 

Whole number of stockholders 

Number of stockholders resident in Massachusetts, 
Amount of stock held in Massachusetts, shares. 

Amount of stock held by parent electric company, shares. 



4. Bonds or notes issued,* v 



DATE. 


WHEN 


HOW SECURED 


INTEREST 


AMOUNT. 










$ 



5. Total amount of bonds and notes $ 

6, Other permanent debts, if any * S 

7, Capital paid in {as per item 3) % 

8. Total liability for capital and loans $ 

* This should nrit iodude deposits, unpaid interest, dividendB, unounta due or i 
for eofti or other current supplies. 
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COST OF PLANT. 

(As the accounts stand on the books of the company at the cloee 
of buainesB June 30, 1905.) 

Gas Works: 

9. Cost of re&l estate $ 

10. Cost of machinery, apparatus, and other appliances used in 

the manufacture of gae 

11. Cost of street mains 

12. Cost of meters 

13. Total cost of gas plant as per books of the company June 

30, 1905 

Eiectric Works: 

14. Cost of real estate 

15. Cost of steam plant 

16. Cost of electric plant . . . 

17 Cost of lines 

18. Cost of transformers 

19. Cost of meters . . / 

20. Cost of arc lamps 

21. Total cost of electric light plant as per books of the com- 

pany June 30, 1905 

Other Works: 

22. Cost and description of other permanent works, if any . 

23. Total cost of all plant as per books of the company June 

30, 1905 

24. Amount (if any) charged to construction accounts during 

the year 

COMPARISON OF VALUES. 

25. Value of gas works real estate, as assessed in the city or 

town where located S 

26. Value of electric works real estate, as assessed in the city 

or town where located 

27. Value of other gas works property, as assessed in the city 

or town where located 

28. Value of other electric works property, as assessed in the 

city or town where located 

29. VaJueof any other property, asassessed in the city or town 

where located 

30. Total value of plant, as assessed by local assessors May, 

1905 

Total cost of plant (as per item 23) 

31. Excess of * value, over * value . 

Total cost of plant (as per item 23) 

Amount of capital and loans (as per item 8) ... 

32. Cost of plant -f than capital and loans . . . 

• This bluk ti> be fiSad with the word " anesged " or " coit," u rsquired. 
t Tilia blaok to be filled witb the word " mon " or " len." u nquind. 
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78 Corporation Accounting and Management, 

SCHEDULE B.— STATEHEHT OF IHCOMB AlTD EZPEiraSS. 



For Manufacture of Gas: 

1. Coals {other than those used tor i ^t • 

enriching), including aU ex- \ „,,^fr„" 
pensea of depositing at works ( •* 

2. EnrichereJ^*^ 

3. Purifying materials 

4. Water 

5. Wages at works 

6. Repairs and maintenance of works Occluding 

renewal of retorts) 

7. Apparatus and machinery (station tools and 

For DwtrAution of Gaa: 

8. Wagea of meter takers, clerical labor in this 

department, and salikry or commission of 

collectors 

d. Repurs, renewals, and maintenance of mains 
and service pipes 

10. Distribution tools and appliances 

11. Repairs and renewals of meters J ,.gng^a' 

12. Gas stove fixing, repairs and renewals . . . 
For Public Lamps: 

13. Lighting and repairing (gas lamps only) . . . 

14. lighting and repairing and material used for 

other lamps 

For Office Expenae* and Management: 

15. Directors' allowances 

16. Salaries of officers 

17. General salaries 

18. Rent of offices not owned by company . . , 

19. General office expennes .' . 

For MisceUaneous Expenses: 

20. Taxes. Town or city S 

Corporation 

State commission . . . 

21. Insurance j J^pioyer's liabUity; * 

22. Law expenses S 

23. Claims 

24. Bad debts * 

25. Incidental expenses, viz.iT 



2C. Gas bought of Company, 

27. Tot^ expenses 

28. Balance to profit and loss 

Total DehiU 

Hatio of operating expenses to gross earnings 

• Only those indudod in Inoome rt^Wment, page 78. 
t To inolude only Buoh ilfims of ezpeaKs attondiog th« 
■re not alnuly liven. 



mutufacture aod salo of (u u 
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OAB. — raCOHE. 



For the year ending June 30, 1905, 
From sak of Gas: 



1, Supplied by meter, - 
feet @ i 



hese diacounta for prompt payments 
Plus prompt payment discounts lost . 



2. 



Net total jrom sales by meter . . . 
feet @ 



3. For public lamps, estimated 

per M feet 

4. Under contract, estimated 

per M feet 

5. Sold to other companies: 

Light Co., feet @ 



Total 

6, Total from sale of gas 

From Residual Products: 

_ p . f tons to electric department . . 
/. »j0Ke| tons sold elsewhere 

8. Tar, gallons. ' 

9. Ammoniac^ liquor 

10. Total from residuals 

From Other Sources, viz.: 

11. Rent of meters 

12. „ gaa stoves and engines 

13. „ gas lamps 

14. FubHc lamps other than gas lamps 

15.* 

Total income 

Balance to profit and loss {if deficit) .... 
Total credits 

*8Doh it«mB of inooow arifiiDc only frDm the maitufacture a 
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Corporation AccouTUing and Management. 



— STATEHEHT OF mCOHE AHD EZPEIfSES FOR THE 
YEAK ElfDIVG JUIIE 30, 190 . 

BLBCTRIC. — SXPEHSKS. 

r Manvfacture: 

I. Coal or other fuel, including all expenses of 

depOHting at works t 

1 D i 1 I f reoJ estate 

2- '^•'^'"i water power 

J. Oil and waste 

i. Water . ; 

S. Wages at station 

3. Station repairs 

7. Steam plant repairs 

3. Electric plant repairs 

}. Apparatus and machinery (station tools and 

appliances) 

r Distribtitwn: 

}. Wages for care of lights and meters, clerical 

lalwr in this department, and salary or 

commiBsion of collectors 

1. Repairs and renewab of lines 

2. Repairs and renewals of meters, lamps, and 

motors 

3. Distribution tools and appliances 

4. Carbons 

5. Incandescent lamps 

T Office Expenses and Management: 

6. Directors' allowances 

7. Salaries of officers 

8. General salaries 

9. Rent of offices, if separate from plant . . . 

0. General office expenses 

T Miscellaneous Expenses: 

1. Taxes. Town or city .... 

Corporation % 

State commission ' . . 



1 Fire S 

22. Insurance | Empioyer's "liability, 

23. Law expenses 

24. Claims 

25. Bad debts * 

26. Incidental expensefi, viz.: t 

a Other coat incidental to steam heating . 



Company, 



27. Ciurent bought of 

28. TottJ expenses 

29. Balance to profit and loss 

Total debits 

Ratio of operating expenses to gross earnings 
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Gas Works. 

ELECTRIC.— IIICOItK 

1. From coromercial arc lightB by contract . .{ 

LefiB discounts or rebat«s allowed . . 

2. From commercial incandescent lights by con- 

tract 

Less discomits or rebates allowed . . 

3. From commercial arc and incandescent li^ts 

by meter 

Less discounts or rebates allowed . . 

4. From public arc lights 

Less discounts or rebates allowed . . 

5. „ public incandescent lights 

Leas discounts or rebates allowed . . 

6. „ eie«™p.w=,{i'Ss" ; ; : : : 

Less discounts or rebates allowed . . 

ToUU 

7. Amount of current sold to other companies: 

Electric Light Co., kilowatts, 

ToUd net /rom light and jMwer .... 
From Other Sources, viz.: 

8. Rent of fixtures 

9. Rent of meters 

10. Steam heating 

11.* 

Tolai credits 

Balance to profit and loss (if deficit) ..... 
Toted 

* Such itADU of income AiiBins only from the electric light aikJ 
inoludod above. 
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SCHEDULE C— PROFIT AHD LOSS ACCOUVT FOR THE TEAR 
EIIDHTO JDHE 30, 190 . 



Forbalmicefroinla8taccount(ifaiiy), June 30, 1904 . . . 
„ interest paid and accrued on bonds, notes, loana, and de- 

jiOBits, to June 30, 1905 

„ dividends declared on stock, viz.: 
per cent, due 
per cent, due 
per cent, due 
per cent, due 
For depreciation ; 

Gas plant 

Electric plant 

For other items, giving particulars, viz.: 

For amoimt carried to reserve fund 

„ „ „ „ depreciation fund 

„ total amount of debit 

II balance (if surplus) 



Total dfint S 



CREDIT. 

By balance from last account {it any), June 30, 1904. . 
,1 balance of income as per item 28, Schedule B, 

gas business $ 

„ balance of income as per item 29, Schedule BB, 

electric business 

„ interest received on loans or depoPtts 

,1 rents 



By balance (if deficit) . , . 
Total credits . 



SCHEDULE D.— RESERVED FUHD ACCOUHT. 



1. By balance of account June 30, 1904 $ 

2. By income during the year from amount invested .... 

3. By amount transferred from profit and loss account . . . 



6. How is fund invested? 

*Any Minis chBrged to this accouot i 
puipoee for which the same were UBed. 



! the year endJns June 30, 1005, statioc the 
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SCHEDULE E.— DEPRECIATIOIT FUITD ACCODITT. 



By balaDce of account June 30, 1904 $ 

By amount tranHfeired from profit and loss account .... 



For* 

For balance June 30, 1905 . 



How is fund invested? 

:ouut during the year ending June 30, 1906, stating 
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Corporation Accoujiiing and Marmgement. 
SCHEDULE F.— BALANCE SHEET. 



Real estate (gaa) % 

Machinery and manufacturing appliances (gas) . 

Street mains (gas) 

Services (gaa) 

Meters (gaa) 

Due for gas * 

Gas coal on band 

Coke on hand 

Tar on hand 

Enrichera on hand 

Purifying materials on band 

Other gas materials on hand 

Stoves on hand 

Gaa fixtures on hand 

Real estate (electric) 

Steam plant (electric) 

Electric plant 

Electric lines 

Transformers 

Electric meters 

Arc lamps 

Patent righte 

Due for electric light and power * 

Fuel on hand (electric light) 

Carbons on hand 

Oil and waste on hand 

Incandescent lamps on hand 

Globes on hand 

Other electric materials on hand 

Motors on hand 

Electric fixtures on hand 

Horaes, wagons, etc 

Sundry accounts due the company 

Ofiice furniture 

Cash on hand 

Notes receivable 

Investments (giving particulars thereof)! . . . 



Total aastts as per books of the company . . $ 

Profit and loss balance (if deficit) 

% ToUddebiU t 

"These items ahould include the unount of all bills for gu and eleatrio light and 
power for the month or qunrter ending June 30. 
t Including any real estate so held. 
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JURE 30, 1905. 
LIABILITIES. 



S Capital etock $ 

Bonds issued 

Coupon notiBB * 

Other notes payable * . . . ., 

Unpaid bills 

, Deposits by cuBtomers 

Unpaid dividends 

Interest due but not paid 

Interest accrued but not due 

Reserved fund 

Depreciation fund 

Amounts due from the company, not included 

S Total liabilities as per books of the company . % 

Profit and loss balance (if surplus) 

% Total credits $ 

* Btate whether secured by mortgage or Dot, 

GENERAL IIIFORKATIOI*.— GAS. 
Location of gas works, 
Area of land occupied, 
Number of retorts, viz.: 

benches of 1 each. benches of 4 each. benches of 7 each. 

benches of 2 each. benches of 5 each. benches of S each. 

benches of 3 each. benches of 6 each. benches of 9each. 

Number of benches rebuilt diuing the last year. 
How long were sudi benches in actual use? 

Avera^ number of retorts employed from October to March, inclusive, 
Average number of retorts employed the remainder of the year, 
Descnption of purifiers. 

No. Length, Width, Depth, 

No. Length, Width, , Depth, 

Materials used in purifiers. 

Total amount of lune used during the year, bushels. 

Quantity of gas purified per bushel of lime. 

Estimated total cost for the year of iron sponge used, % 

Estimated total quantity of gas purified per bushel of iron sponge. 
Number of holders and their location, viz.: 



Open 



WoBKiHa Capac 



it " at works " give the distance therefrom. 
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86 CoT-poraiion Accounting and Management. 

6EBERAL IKFORHATIOn.— Gas continued. 
Sizes of Street Mains, and lengths of each size in feet, viz. : 



.« Fust, Taebh rp , 



1 inch, 

u 
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GENERAL IHFORHATIOH.— Oas contintied. 



Fatimated capacity of works 5 ^fS^ ^' 

Number of feet of gas on hand June 30, 1904. 
Number of feet made during J ^^^'^"^ ^' 
( Water gas, 



the year, 
Number of feet bought 

Number of feet of gas sold by met«r during the year 

Number of feet of gas sold to other companies dur-; 
ing the year 

Number of feet of gas supplied to public lamps 
during the year 

Number of feet of gas used at works and offices 
during the year 

Number of feet of gas used in the mills of the com- 
pany * during the year 

Number of feet of gas on hand June 30, 1905 . . 

Number of feet of gas unaccounted for during the year . 
Greatest output in 24 hours, with dat« of same 

Least output in 24 hours, with date of same 

Numlvrof feet of gas sent out in the daytime during the year, 
Len^h and sizes of muns laid during the year for which con- 
tributions have been required from consumers, and amount 
of such contributions 

r only from companiea enga 
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GENERAL IIIFOSHA.TIOH.— Ou contiiuied. 
Capacity of Met«ra and number of each siie in uee, viz, : 
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GENERAL IHFORM ATIOIT.— Gas continued. 

Is any meter rent charged, and what U the rule governing such charge? 

Number and size of prepayment meters in use : 

3Lts., 5Lt8., 10 Lis., 20Lta. Total, 

Number of gas stoves ueed by consumers during the year?- 

Number of atoves leased by the company? 

Number of high candle power lamps used by ransumers during the year? 

Number of such lamps leased by company? 

Rental price of same per lamp? 

Number of gas enpnes used by consumers during the year? 

Number of gas engines leased by company? 

Rental price of same? 

Usual day pressure on street mains, as indicated at works? 

Usual night pressure on street mains, as indicated at works? 

Average candle power of the gas, as determined by state inspector? 

fiross price per 1,000 feet at the dose of the year? 

Are discounts allowed, and if so, how are they made? 

What changes have been made in price or discounts -during the year, and 
when made? 

Number of public gas lamps supplied at close of year? 

Price for public gas lamps? 

Estimated hourly consumption of each lamp, cubic feet. 

Estimated number of hours during the year that each lamp is lifted? 

Kind of burner principally used on public lamps? 

Number and kind of public lamps other than gas or electric lamps main- 
tained by the company? 

Ends of coal carbonized (not including those for making water gas)? 

ftoportions of each, if used together? 

Kind of gas coal used? 

What materials were used for enriching the coal gas? 

Amount of each per ton of coal carbonized? 



STATEMEHT OF 


COAL OAS MATERIALS FOR TEAR EHDIKQ JDIIE 30 


190s- 




^sF 


T?R^ 


Carboh- 


Uh- 


On Hand 


AVEBAOB 

CoBTpmt 
Kind 




Tons 


TonB 


To™ 


Tom 


t™ 




Gnriching coals 














Other gas coals 














Naphtha . . 


Gsls. 


0»I«. 


G>1*. 


Gain. 


Gala. 


Coot pbb 


Other oils . . 












WSi. 
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90 Corporation Accounting and Management. 

GENERAL UTFORHATIOH.— G«s continued. 
Statement of Residual Products for the year eading June 30, 1905. 



Coke, tons 

Tar (coal gas), gallons . 
Tar (water gas), gallon 
Ammoniacal liquor, gallons 



Prices now obtaiaed for residuals: 
Tar per gallon (coal gas), % Tar per gallon (water gas), $ 

Coke, per bush. . . % Ammoniacal liquor per gallon % 

Average number of men employed, via. : 




•Whether foremen, atokere, yardmen, « 
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GENERAL IlTFORBCATIOn.— Gu continued. 



Wbat patent process, if any, is used in the manufacture of gas? 

How long has such process been employed? 

Is said process used alone, or as an auxiliary to the making of coal gas? 

If used as an auxiliary, how often is it so used and how long each time? 

At what point in the works is the gas bo made mixed with the coal gas? 

Total amount of water gas made during the year? 

What kinds of fuel were used for generating Ihe gmT 

What kinds of fuel were used in carburetting the gas {not to include generator 

fuel)? 
What kinds of fuel were used for generating Ike aUamt 

STATEMEHT OP VATER QAS MATERIALS FOR TEAR ERDIHO JUKE 30, 1905. 





OnHu<d 

Jdne 30, 

18M 


Rbceit'd 


Cabbon- 

IIED 
DoRtNO 


Uhac- 


°"s,F 


2240 Lbb. 




Tona 


Tons 


Tons 


Tons 


Too. 




F 


or generating the gas, coal 
, • „ „ „ coke 
















, carburetting „ „ coa 
















, „ „ coke 












S"5 














U.riTat 


Naphtha 

Other oils 


Gile. 


Gals. 


0>b. 


Gids. 


Oals. 


Works 














Fuel oil 















Dimensions of generator, 

„ „ superheater, 

„ „ condenser or washer. 

Usual length of runs. 
Capacity of works per hour, as observed in actual use, 
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Corporaiwn Accounting and Management. 
GENERAL IKFORMATIOIf.— Gas, concluded. 



What patent proceaa, if any, is used in the manufacture of gasT 

How long has such process been employed? 

Kinds of coal or other fuel used? 

What percentage of the gaa in the holder \b atmospheric air? 

At what point in the works is the air mixed with the gas? 



I AHSWES THE 



What type of generator is used in the manufacture of the gas? 
How long has such apparatus been employed by this company? 



QUAHTnT OF CARBIDE DSED DURIAO TBE TEAR. 
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GEHERAL inFORMATIOH. ELECTRIC LIGHT. 

Location of electric plant, 

Area of land, and size and mat«rial of buildings occupied. 

Are the same owned or leased by the company? 



Description of motive power: 

ii 

n 



1 




lll 




1 

¥ 








31 




p 

S*5 




1 
1 

s 

1 




1 




.1 





^1 
Si 

u 




t 




1 




1 




■si 
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94 Corporation Acamnting and Majiagement. 

GENERAL UIFORHATIOH— Electric light, ccintinued. 
Description of Djmamoa : 





No. OF 


K.x«, 


Cafaciti of Each 






1. L«.». 






WATK 


N,. 


as- 


A^^i^ 


Arc: 

Direct current, 














Arc: 
Alternating current 














Incandescent : 
Direct current, 
Commercial system 














Alternating current, 
Commercial system 














Alternating current 
Municipal incandes- 
cent system, 














Direct current, 
Municipal incandes- 
cent system, 















jCAuom OF EUcH IN K. W. 
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GENERAL UIFOKUATIOH— Electric Light, continued. 

DISTRTBUTIOH — OVERHEAD SY3TBIC 

Deecription of the Arc Lioes, Direct Current: 



6 
1 
1 




i 




: 








1 
i 


1 






i 

1 

I 


1 






i 




DOtl»1B 






z 






1 

1 




.1 

m 

1 






— e-imVWfOt^oooiO — MM-^-otot-ocw -S-^l 


zzizzzzzzKZiazzzzKisaz'" -s 
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Corporation Accounting and Management. 
GERERAL DTFORHATIOH — Electric light, continued. 

DlSnUErnTIOH — OVERHEAD S75TE1I. 
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Corporation Accounting and Management. 
GERERAL DTFORHATIOV—ElectHc Light, continued. 



, COUUIBCLU. 



No. fi 
No. 7 
No. 8 
No. 9 
No. 10 
No. J] 
No. 12 
No. 13 
No. 14 
No. 15 
No. 16 
No. 17 
No. 18 
No. 19 
No. 20 
No. 21 
No. 22 
No. 23 
No. 24 
No. 25 
No. 26 
No. 27 
No. 28 
No. 29 
No. 30 
No. 31 
No. 32 
No. 33 
No. 34 
No. 35 
No. 36 
No. 37 
No. 38 
No. 39 
No. 40 
Totals 
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GENERAL INFO RHATIOH— Electric Light, continued. 



No. 1 

No. 2 

No. 3 

No. 4 

No. 

No. 6 



No. 9 
No. 10 
No. 11 
No. 12 
No. 13 
No. 14 
No. 15 
No. 16 
No. 17 
No. 18 
No. 19 
No. 20 
ToUdB 

Totals 
in 1904. 
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GENERAL INFORHATION — Electric Light, continued. 
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OENERAL HTFORMATIOH— Electric Light, continusd. 
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GENERAL HTFORHATIOH — Electric light, continued. 

SDISOH OVBRHBAS STSTBIf. 
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GEHERAL IlfFOKUATIOH — Electric light, contiaued. 
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Capapity of transformers and number of each size in use, v 



Total number of each size of arc lamps supplied from all Edison lines, 
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GENERAL IKFORHATIOII— EUctric Light, continued. 

DISXRIBUTIOH — UHDEROROURD SYSTEM. 

Description of subways or conduits owned by the company (not including 
Edison tubing), viz.: 



BuE or Conduit 


Fi«T Ibbtaujid 
.June 30, 1904 


a"™"'' 


Added Since 


Jdne 30, ma' 


Single duct 

2 ducts . 

3 ducts. 

4 ducts. 

5 ducts. 

6 ducts. 

7 ducts. 

8 ducts. 

9 ducts . 

10 ducts . 

11 ducts . 

12 ducts . 

13 ducts . 

14 ducts . 

15 ducts . 

16 duct« . 

17 ducts . 

18 ducts . 

20 ducts . 

21 ducts . 

22 ducts. 

24 ducts . 

25 ducts . 

26 ducts. 

28 ducts . 

29 ducts . 

30 ducts. 
39 ducts . 
45 ducts . 
54 ducts . 

ToiaU. 













Type of duct above described; 
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GERERAL HfFORMATIOIT — Electric Ligbt, continued. 

Description of cables owned by the company in underground oonduits 
not of tne Edison type: 



SueofCuu 


JnHBB0,19M 


Taeeh DP Since 


i.„.B.»c 


Jdhe 30. 1M>S 


No. 6. . 










No. 4. . 










No. 0. . 










No. 00. . 










No. 0000. . 










350,000 cm. 
500,000 cm. 
600,000 cm. 
1,000,000 cm. 
ToUU . . 











Number of manholes, 

Number of service connections. 

Number of each size of arc lamps supplied from the foregoing underground 

lines and not given on preceding pages, giving street and conunerciaJ 

lights separately, 
Number of each size of incandescent lamps supplied from the foregoing 

underground lines and not given on preceding pages, giving street and 

commercial lights separately. 



STORAGE BATTERIES. 

Number of stora^ batteries in use by company. 
Maker of each battery: No. 1, ; No. 2, 

No. 3, ; No. 4, 

Number of cells in each batterv : No. 1, ; 

No. 3, ; No. 4, 

Number of plates in each cell: No. t, pes. , neg. 

neg. ; No. 3, pos. , neg. ; No. 4, pos. , neg 
Area of plates: Battery No. 1, ■ ; No. 2, 

; No. 4, 



Rate or Ducbaboinq ih Ahpebei 
5 hours 



I No. 2 



Voltage per cell: No. 1, max. , min. ; No. 2, max. 
No. 3, max. , min. ; No. 4, max. , min. 
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GEKERAL IlfFORHATION — Electric Light, continued. 

Total number of motors supplied from all Edison lines. 

Total rated horse power of such motors, 

Number of company's poles set in streets or public ways, 

Number of company's poles set elsewhere, 

Materials used for poles, 

What other means of supporting wires are used, and to what extent? 

Length in feet of streets or public ways occupied by overhead lines, 

Number of enclosed arc lamps in use June 30, 1905, 

Number of single open arc lamps in use (not including enclosed arcs), June 

30, 1905, 
Number of double open arc lamps in use June 30, 1905, 
Number of carbons used during the year, 



vGoo^Ic 



Corporatwn Acamrding and Management. 

GBBBRAL IHFORMATIOIl— Electric Light, continued. 
EDISON UNDEROROUHD systeu. 
Feeder tubes, ^ length of each sise in feet, viz. : 













3.«» 


NBTALLK^ DNE 


Taken UP Since 




1B05 


No. 67 . 










No. 90 . 










No. J68 . 










No. 206 . 










No. 250 . 










No. 300 . 










No. 350 . 










No. 400 . 










No. 450 . 










No. 500 . 










No. 550 . 










No. 600 . 










No. 650 . 






1 


No. 750 . 








No. 1,000 . 








Totals . . 






' 



Main tubes, 


— length of each size in feet, viz 






SUES 


Total Lenoth , 1 1 Total Length 
Installed June 30.|Taren up Since Added Since iNSTALLEn JcneSO. 


No. 27 . . 
No. 41 . . 
No. 48 , . 
No. 56 . . 
No. 80 . . 
No. 100 . . 
No. 105 . . 
No. 120 . . 
No. 150 . . 
No. 168 . . 
No. 180 . . 
No. 200 . . 
No. 206 . . 
No. 260 . . 
No. 300 . . 
No. 350 . . 
No. 400 . . 
No. 450 . . 
No. 500 . . 

TotoU . . 











Junction boxes, ' 
4 tube. 



■ Number of each s: 
6 tube, 
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QSSERAL DfFORHATION— Electric Light, continued. 
city of meters and number of each size in use, v&.i 



JcHB 30, ISM "«""' 



NUMMB IN UbI 



Number of customers supplied with incandescent li^ta upon contract sys- 
tem, and number of lamps so supplied, 
What minimum monthly charge, if any, is made for service? 
Total number of customers using coromercial arc lights, 
Total number of customers using commercial* incandescent li^ts. 
Total number of customers using only electric power, 
Total number of commerci^ customers using bolk arc and incandescent 

Total number of customers using only commercial incandescent lights on 

arc circuits, 
Total number of each size of lamps used at station and office. 
How many lamp hours have 2,000 c.p. lamps been run during the year?t 
How many lamp hours have 1,200 c.p. lamps been run during the year?t 
How many lamp hours have t c.p. lamps been run during the year?t 

How many ampere hours have been delivercQ from station during the year 

from alternating current dynamos? 

* This term to inphide " domefltic " tifjhts or renirtencp lighting, 
t Where incandescent Umps are nio in aeries on arc rirciiiiB, each irroup installod 
la to be considered an arc lanip for the purposes of tliis questioD. 
J I! arc lamps ot otjier candU poweta are used, pleaae insert o.p. 
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OEHERAL mFORHATIOH— Electric Ljght, contiaued. 

Number of kilowatt hours delivered at switchboard during the 
year from alternating current generators? 

Number of kilowatt hourB delivered at switchboard during the 
year from direct current arc generators? 

Number of kilowatt hours delivered at switchboard during the 
year from direct current power generators? 

Number of kilowatt hours delivered at switchboard during the 
year from generators of * volts potential? 

Total kilowatt hours delivered at switchboard during the year? 

Number of kilowatt hours sold during the year from alternating 
current generators? 

Number of kilowatt hours sold during the year from direct cur- 
rent arc generators? 

Number of kilowatt hours sold during the year from direct cur- 
rent power generators? 

Number of kilowatt hours sold during the year from direct 
generators of * volts potential? 
Total kilowatt hours sold dunng the year 

How many kilowatt hours have been sold for power only? 

Maximum alternating current load during the year, and date of same, 

Maximum alternating current load on day of least output during the year, 
and date of same, 

Maximum continuous current load during the year, and date of same, 

Maximum continuous current load on day of least output during the year, 
and date of same, 

Street lamps installed June 30, 1905: 

Arcs . . No. c.p., amperes, 

Incandescents, No. c.p., amperes, 

• Pleaae give voltage usually mwntwned. This question to include all jtenpratora 
not ineliided in the three preceding inquiries. 
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GENERAL DTFO RHATIO IT ~ Electric Light, continued. 
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Schedule of prices for public arc lights, 
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OEITERAL INFORHATIOK — Electric Light, continued. 

Schedule of prices for public incandesceat lights, 

Number of each size of pubhc incandescent lamps renewed during the year, 

Schedule of prices for commercial arc lights, 

Schedule of prices For commercial incandescent lights. 

Schedule ot prices for electric power, 

Ts any meter rent charged? What is the rule governing such charge? 

What changes have been made during the year in prices tor lights or power, 

and when made? 
What kinds of electric motors are used, and for what kinds of work are they 

employed? 
Is current furnished for light during the daytime? 
Is current furnished for operating street cars? 
Is current furnished for other power during the daytime? 
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OEBERAL DTFORHATIOH— Electric Light, continued. 



Does the company wire buildings? If so, on what terms? 

On what tenns does the company furnish incandescent lamps and renewals 

of the same? 
Averse number of men employed, via. : 

HOW li^PLOYED 
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GEHEBAL mFORHATIOH —Electric Light, continued. 

What additions, alterations or improvements have been made to o 

property of the company since the last return? 
In Gaa Works: 



In Electric Works: 



What experiments or cJianges in methods of manufacture has the company 

made since its last return? 
In Gas Works: 



In Electric Works; 



What is the total amount charged to construction during the year for the 

foUowing purposes? 
In Gaa Works: 

Lands and buildings S 

Machinery and appliances 

Mains 

Meters 

In Electric Works : 

Land and buildmgs 

Steam plant 

Electric plant 

Transformers 

Met«rs 

Arc lamps 

Tolai « 
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nAHES AND RESIDEHCE OP OFFICERS. 

President, 

Vice-President, 

Manager, 

Superintendent, 

Treasurer, 

CUrk of the corporation, 



ITAHES Aim RESIDGITCE OF DIRECTORS. 



PreatderU. 
Treasurer. 



Commonwealth of MAsaACHUSBrra. 



Then personally appeared 



and severally made oath to the truth of the foregoing statement by them 
subscribed according to their best knowledge and belief. 

Jvstice of the Peace. 
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EXTRACTS FROM CHAPTER lai OF THE REVISED LAWS. 

SscnoH 5. Said board shall have the geDeral gupcrviaioD of all corpo- 
rations and companies which are engaged in the manufacture and sale of 
gas or electricity for light or heat, and diall make all necessary examina- 
tions and inquiries and keep themselves informed as to the compliance of 
the several corporations and companies with the provisions of law. 

Section 29, Corporations and companies which are engaged in the 
manufacture and sale ot gas or electricity for light or heat shall keep their 
books and accounts in a form to be prescribed by the board of gas and electric 
light commiasionera, and the accounts shall be dosed annually on the 
thirtieth day of June, so that a balance sheet of that date can be taken 
therefrom. Manufacturing companies in which the manufarture of gas 
is a minor portion of their business ahull be required to keep accounts of the 
expenses and income of their gas business only. 

Section 30. Persons or corporations engaged in the manufacture or sale 
of gas or electric light shall keep auch records of their work at their manu- 
facturing station, and in respect to their distributing plant, as the board of 
gas and electric l^t commissioners may from time to time require. Said 
records shall be in such form as the board may prescribe. 

Section 32. Eai^h such gas or electric light corporation or company neg- 
lecting to make the annual return required by the preceding section shall, for 
the first fifteen days or portion thereof during which auch neglect continues, 
forfeit five dollars a day; for the second fifteen days or any portion thereof, 
ten dollars a day; and for each day thereafter not more than fifteen dollars 
a day. If any company unreasonably refuses or neglects to make such 
return, it shall, in addition thereto, forfeit not more than five hundred 
dollars for each offence. All forfeitures recovered under the provisions of 
this section shall be paid into the treasury of the commonwealth and applied 
to the payment of the expenses of the board. 

Section 41, In the construction of sections four, five, six, seven, eight, 
twenty-eight, twenty-nine, thirty-one, thirty-three and thirty-four of 
this chapter, the terms " gaa company " and " corporation " shall include 
all persons owning or operating works for the manufacture and sale ot gas 
tor heating or illuminating purposes within the commonwealth, and the 
terms " company " and " companies " shall uiclude all corporations or indi- 
viduals engaged in the manufacture and sale of electric li^t within the com- 
monwealth. 



FROM CBAPTER 4<'6 OF THE ACTS OF 1903. 

Section 1. Corporations and companies engaged in the 'manufacture 
and sale of gas or electricity for light or heat shall annually, on or before 
the second Wednesday of September, make to said board, in a form pre- 
scribed by it, a return for the year ending on the thirtieth day of June 
preceding, signed and sworn to by its president and treasurer and a majority 
ot the directors, of the amount of its authorized capital, its indebtedness 
and financial condition, on the said thirtieth day of June preceding, its 
income and expenses during the preceding year, its dividends paid out and 
declared, a list of the names of all its salaried officers, and the amount of 
the annual salary paid to each, and the balance sheet of its accounts as of 
said preceding thirtieth day of June. Every such corporation and company 
shall at all times, upon request, furnish any information required by the 
board relative to its condition, management and operation, and shall comply 
with all lawful orders of said board. 
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PART V. 

ELECTRIC UGHT WORKS. 

In the form of application book referred to under Part III, by 

the substitution of the word " electricity " in lieu of " water," and 
the words " conduits, poles, and wires," in lieu of " pipes," this 
book is adaptable for electric light works. If, however, further 
details are desired, the number of arcs, nights per week, hours of 
burning, candle power, horse-power of motors and fans, period of 
contract, rate, etc., can be incorporated. 

In lieu of "service card " and " plumber's card " referred to under 
Part III, substitute an " electrician's card," which will show the 
service number, name of customer, location, size, kind and length 
of wire, number and kind of poles, cross arms, conduits; number 
and kind of lights, candle power, and horse-power of motorSj etc. 

The same general forms of collector's report and treasurer's 
statement referred to under Part III are applicable, by inserting 
columns for electricity subdivided into columns for meters, power, 
advertising, etc. ; and rent subdivided into columns for meters, 
fixtures, and motors, together with column for house wiring. 

BaLS. 

The same form of bills (Form D) referred to under Part III can 
be used by the substitution of the word " electricity " for " water " ; 
also bill to have printed thereon, "meter reading, K. W.," "last 
reading, K: W.," "difference, K. W.," "rate and amount due." 

In case electric light company charges for house wiring, or rents 
or sells fixtures to its customers, these items should also be printed 
on the bill to save unnecessary clerical labor, or else printed on 
bills of different color. 

In the form of meter book (Form J) under Part III, substi- 
tute " K. W." for " Cu. Ft." ; and for the On and Off book {Form 
K), in lieu of column " Fixtures," substitute column " Meter " sub- 
divided into " On when " and " Off when." 

NOTE.— For Customer's Registers, see Part IX. 
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CASH BOOK, JODSHAL, AlfD LEDGER. 

These three books can be combined in one volume or binding for 
a small company, allotting one half of the pages to cash, one 
eighth to journal, and three eighths to ledger. For the credit side 
of cash book a short leaf should be inserted, owing to the lai^ 
number of accounts thereon. 

The same general forms (M and N) are recommended, with 
s follows: 
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For credit side : 
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The total of all the columns, excepting only " Other Ledger 
Accounts " column, can be summarized at any period and posted 
by one entry direct to the ledger, thereby avoiding a great deal 
of unnecessary posting. 

The " Other Ledger Accounts " column is intended for any 
personal or impersonal account with which it is desired to open an 
account in the ledger, and requires separate posting for every 
item in this column. 

If payments are made by voucher check, columns can be in- 
serted for voucher number and total of voucher, the latter balanc- 
ing the distribution of the check. 

For a large plant it would be advisable to open an accounts 
payable or distribution book and make distribution under the 
su^ested headings for all disbursements, opening account with 
said book in the main ledger by the controlling method. (See 
Controlling Method and Accounts Payable, or Distribution Book 
under Part III.) 

The a<;counts should also have some designating number or 
letter when so arranged, which would materially assist in the post- 
ing, entering, and classification. 

CLASSIFICATION OF REVEITOE, OPERATION, AND MAINTE- 
NANCE, FIXED CHARGES AND CONSTRUCTION. 



REVEITUE OR mCOME. 

(A) Electricity. 

(B) Rent. 

(C) House Wiring. 

Account (A). 
To include all receipts from commercial arc lights and com- 
mercial incandescent lights by contract, for metered electricity, 
public arc lights, public incandescent lights, electricity furnished 
for power, advertising, or any other purposes. 

Account (B). 
To include all receipts for rental of meters, fixtures, motors, etc. 

Account (C), 
To include the receipts from house wiring. 
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(D) General Expenses. 

(E) Manufacturing Expenses. . 

(F) Repairs, Renevxils, and Maintenance. 

(G) Salaries and Wages. 

Account (D), 

To include all charges for rent and care of offices; insurance of 
real estate and other property against fire; steam boiler, accident, 
and liability insurance; legal expenses, including therein damages 
to persons or property; office supplies, such as account books, 
printing, stationery, postage, repairs, and renewals of office fur- 
niture, etc. 

Account (E). 

To include all charges for fuel; rentals for real estate or water 
power at works; oil and waste; water; salaries and wages at 
station, including superintendence; repairs, renewals, and main- 
tenance of works, steam plant, electric plant, water power plant, 
canals, dams, tail-races, etc. 

Account (F). 
To include all charges for repairs, renewals, and maintenance of 
poles, lines, meters, motors, lamps, carbons, globes, etc., exclrtding 
only repairs, renewals, and maintenance of power station. 

Account (G). 
To include the salaries and wages of meter readers, coUectore, 
office and executive force, excluding salaries and wages at power 
station. 

FIXED CHARGES. 
(H) Interest and Discount. 
(I) Taxes. 

Account (H). 
To include interest on bonds and other interest-bearing securi- 
ties; also interest and discount on notes and open accounts, 
excepting only interest and discoimt on construction items.* 

* Sea note under Wat«r Works ClBssLfication. 
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Account (I). 
To include all taxes of whatever nature assessed a^^ainst the 
property.* 



coirsTRncTioif. 
(J) Real Estate. 

(K) Apparatiis and Machinery. 
(L) Lines. 
(M) Meters. 

(N) Miscellaneous. 

Account (J). 
- To include the cost of all land, buildings, shanties, wharves, etc., 
of whatever nature, with tlieir -necessary equipment, such as 
elevators, piers, etc., with any additions or improvements thereof. 

Account (K), 
To include the cost of installation of all machinery and manu- 
facturing appliances, such as wat«r-power plant, including therein 
dams, canals, penstocks, twl-races, etc.; steam plant, — engines, 

boilers, heaters, condensers, etc. ; electric plant, — dynamos, switch- 
boards, generators, transformers, regulators, etc., in station. 

Account (L). 
To include the cost of installation of all street and service lines, 
overhead and underground, including poles, wiring, cross arms, 
conduits, cables, manholes, etc. 

Account (M). 
To include the cost of all meters and meter appliances, together 
with freight and cartage thereon, and all labor and superintend- 
ence in connecting same with the system. 

Account (N). 
To include the cost of all office furniture and fixtiu^s and 
any other extensions or additions to the property not otherwise 
enumerated. 

•See note undar Water WorkaCtUHlhcatlOD. 
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AITXILIARY BOOKS. 
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(C) Station Record. 

This book is made up in a columnar manner, with columns for 
date, hours running, condensing, non-condensing, tons of coal 
used, maximum horse-power lamps burning, average horse- 
power lamps burning, direct currentf output, alt«mating current 
output, total current output, and colunm for remarks. 

(D) Real Estate Book. 



I- 



For a small plant, the record books, viz., construction record 
book, equipment book, power station and real estate book, can 
be incorporated in one book, allotting the greater part- of the pages 
to poles, wires, underground conduits, manholes, arc lamps, 
incandescent lamps, transformers, sub-stations, motors, and public 
lamps, as these records are active, due to the extensions of the 
system, while the other records are more of a fixed character. 

If further information is desired as to the character of the fixed 
structures, such as power station and other buildup, apparatus 
and machinery, a dozen or so blank pages could be incorporated 
in the book, whereon sketches or diagrams could be made, showing 
the construction and memoranda of the details thereof entered 
from the original specifications or contracts for building the same, 
thus having immediate access to this data when occasion requires, 
obviating the necessity of hunting up the contract or data which 
may have been misplaced or lost in the office files. 

Note. — See form of report required by gas and electric light 
commissioners of Massachusetts at the, end of Part IV. 
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PART VI. 

STEAM HEATING WORKS. 



By a few minor changes in the wordings and headings of appli- 
cation book, service card, collector's report, treasurer's statement, 
and on and off books referred to under Part III, these can be used 
for steam heating works. 

In lieu of plumber's card (Form C), Part III, substitute a 
" steajn fitter's card," showing about the same detmis as to fix- 
tures used in this class of business; also the mmiber of feet of 
floor surface, the ratings as a rule in steam heating companies 
being made upon this basis. 

The same general form of bills (Form D) can be used by the, 

substitution of the phrase " Steam heat for feet of 

floor surface." 

In ease company sells or rents fixtures, these should also be 
printed on the bill to economize in clerical labor. 

Should steam heating company be owned and operated jointly 
with an electric company, it would be advisable to have bills for 
steam heat rendered on paper of different color, in order to avoid 
confusion and expedite postir^. 

NOTE. — For Customer's Registers, see Part IX. 



CASH BOOK, JOimnAL, AND LEDGER. 

The same general forms (M and N) referred to under Part III 
are recommended, with a change of ledger headings, viz. : 



STEAM HEAT 



OTHER LEDGER 
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For credit side: 



I 



if 

I 

I 
I 

i 
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CLASSIFICATION OF REVEITOE, OPERATION AITD MAINTE. 
NAirCE, FIXED CHARGES, AND CONSTRUCTION. 

REVEinJE OR DTCOME. 

(A) Steam Heal. 

(B) Service Pipes and Fittings. 

Account (A). 
To include all receipts from the sale of steam heat for purposes 
of every kind. 

Account (B). 
To include all receipts from the sale of service pipe and fittings 
and for any labor in laying and connecting same with the distri- 
bution system, which is chargeable to customers. 

^a>ENDITTmES FOR OPERATIOH AAD BUIVTEVAHCE.* 

(C) Expense. 

(D) Salaries arid Wages. 

(E) Repairs and Renewals. 

(F) Fud. 

Account (C). 
To include alt charges for rent and care of office; insurance of 
real estate and other property against fire; steam boiler, accident, 
and liability insurance; legal expenses; office supplies, such as 
account books, printing, stationery, postage, renewals of office 
furniture, etc.; oil, waste, packing, etc., for use at works, with 
freight and cartage thereon. 

AccomU (D). 
To include all wages of engineers, firemen and assistants; sala- 
ries of office force, superintendent of works and executive officers. 

Account (E). 
To include all charges for repairs and renewals of machinery 
at works; distribution mains and appliances; manholes, service 
piping and httings, etc. 



V Google 



128 Corporation Accounting and Management. 

Account (F). 
To include all charges for coal, wood, or other fuel, including 
the handling of same and freight and cartage to the works. 



(G) Interest and Discount. 
(H) Taxes. 

Account (G). 
To include interest on bonds and other interest-bearing securi- 
ties, also interest and discount on notes and open accounts, ex- 
cepting interest and discount on construction items.* 

Account (H). 
To include all taxes of whatever nature assessed against the 
property.* 



COHSTRUCnOV. 

(I) Distribuiion Pipes. 

(J) Service Pipes and Fittings. 

(K) Manholes. 

(L) Al Wm-ks. 

(M) Miscellaneous. 

Account (I), 

To include the cost of all distribution pipes, gates, special cast- 
ings, lead, packing, fuel (for melting lead), with freight and cartage 
thereon to the point of use; trenching, backfilhng, paving, afld all 
labor in extendii^ the distribution system, together with the cost 
of supervision. 

Account (J). 

To include the cost of all new service pijies and fittings, with 
freight and cartage thereon, and labor in laying and connecting 
services with the system, not otherwise charged to customers. 

* See note under Wat«r Works ClaeaificaUon , 
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Account (K). 

To include the coat of all brick, cement, and stone manholes, 

manhole covers, with all freight and cartage thereon to point of 

use, together with the labor cost of building same and for any 

supervision thereof. 

Ac4X)unt (L). 
To include the cost of installation of all machinery and appur- 
tenances used at the works, together with the cost of any additions 
or improvements thereof. 

Account (M), 
To include the cost of all other additions to or extensions of 
the plant not otherwise enumerated imder construction. 

AUXILIARY BOOKS. 

Under the head of Auxiliary Books referred to under Parts 
III and IV, the construction record book (Forms P and P-1) and 
gate book (Form P-2) are the most important for steam heating 
works. 

The construction record book will show size, kind, length, and 
location of all pipes, valves, valve boxes, manholes, etc., which 
are generally buried underground, and details and sketches of 
other structures, such as stations, sub-stations, regiJators, engines, 
boilers, etc. 

The gate book will show the location of manholes, gates, etc., 
by streets. 

For a small plant the construction record book, station equip- 
ment book, and real estate book can be incorporated in one book, 
allotting the greater part of the pages to pipes, valves, manholes, 
etc., as these are active, due to the extensions of the system, while 
the other records are more of a fixed character. 

If further information is desired as to the character of the fixed 
structures, such as stations, aub-stations, machinery, etc., a few 
blank pages could be incorporated in the book, whereon sketches 
or diagrams showing the construction and memoranda of the details 
thereof could be entered, culled from the original specifications or 
contract for building the same, thereby having immediate access 
to this data when occasion requires, avoiding the necessity of 
hunting up the original data which may have been misplaced or 
lost in the files. 
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PART VII. 

TELEPHONE COMPANIES. 



Applicants for the use of telephone service sign a contract 
either for limited or unlimited service, guaranteeing a certain 
minimum amount for the use of same and exchange service. 

The limited service form of contract allows a maximum number 
of calls at a stated figure ; and for all calls in excess of the maximum 
there is a stipulated chat^ for each call, the cost of the service 
being based on the number of calls desired and whether on a 
separate line or in combination with others using the same line, 
there being no charge under ordinary circumstances for the in- 
stallation. 

The unlimited service allows the subscriber an indefinite number 
of calls at a stated figure, 

ELECTRICLUf'S CARD. 

WTien the instruments are installed, the electrician makes a 
return on an " electrician's card," showing the drop number, 
name of subscriber, location, size, kind and length of wire, number 
and kind of poles, cross arms, etc., together with the details of 
the inside installation, such as number and kind of telephone, 
extension bells, extension sets, booths, etc., after which all data 
deemed necessary is transferred to the customer's register here- 
inafter mentioned and card filed. 



OPERATOR'S SHEETS. 

Each operator is supplied with a daily tally sheet, on which she 
records all calls inside circuit chargeable to each subscriber in 
her section, which is turned over to the accounting department 
daily. A siunmation of the calls chargeable to each subscriber 
is made monthly, and when same are in excess of the contract 
limitations, the subscriber is charged therefor at the stipulated 
rate. 
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She ifi also supplied with printed sheets or cards, showing thereon 
drop number, subscriber, exchange called, party calling, by whom 
called, time, assignment, exchange calling, messengers, etc., on 
which she records all long distance calls, either on or from the 
subscribers in her section. These are also forwarded to the ac- 
counting department daily, which incorporates same with the 
details thereof in the regular bill for service rendered each sub- 
scriber at the end of the month or quarter. 

By the filling in of the columns " Exchange Called " and " Ex- 
change Calling " by the operators at each end of the line, it not 
only serves as a check or verification of the long distance calls for 
the company's information, but is also available should any 
subscriber question the chains on his bill therefor. 

BILLING AITD COLLECTIOHS. 

The form of bills can be made with or without stub attachments, 
de[)ending on the method of accounting in use. 

(Form of Bill.) (D-l.) 



To Northern Telephone Company 


Dr. 






e 




from t.o 






To Calls in eiceaa of contract 






To Long Distance Calls (per itemized statement on 
back, or attached) 






To MiBcellaneoua (giving details) 






Tol#l 


» 





Received payment for Company, 
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The greater part of the bills are either paid by check or cash at 
the main office, while the delinquents need the constant attention of 
the collector. 

When collections are made by him, they are entered on his 
report, showing the drop number, name of subscriber, and amount 
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of check or cash received; and when same has been transmitted 
to the treasurer or other officer, the collector receives a receipt 
therefor, made detachable from the report by a perforated line. 

The form of collector's report can be drawn up to show the 
details of collections, if desired, such as rentals, tolls, excess tolls, 
foreign tolls, messengers, etc., and column for total. (See Form 
G, Part III.) 



m AFD OUT BOOK. 

This book is arranged in a columnar manner (Form L), with 
colimins for drop number, subscriber, location, date connected, 
date disconnected, and contract classification, subdivided into 
columns for telephone, extension bells, extension sets, booths, mis- 
cellaneous, and colimin for remarks. Abstracts of the daily 
changes should be sent to the bookkeepers. 

For a lai^ company it would be advisable to have separate 
books, one for the " In " and one for the " Out " subscribers. 
If desired, columns can be inserted showing the date of contract 
and date of its expiration. 

NOTE. — For Customer's Registers, see Part IX. 
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CASH BOOK, JODKNAL, AND LEDGER. 
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For a large company it would be advieable to install the con- 
trolling niethod as su^ested under Part III, 
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CLASSIFICATION OF REVEITOE, OPERATION AND MAINTE- 
NANCE, FIXED CHARGES AND CONSTRUCTION. 

REVERUE OR DTCOHE. 

(A) Rentals. 

(B) ToUs. 

(C) Excess Calls. _ 

(D) Miscellaneous. 

Account (A). 
To include the receipts from all rentals, either for the use of 
circuit or long distance lines. 

Account (B). 
To include the receipts for all tolls for telephoning outside the 
circuit, either on the company's or other lines. 

Account (C). 
To include the receipts for all calls in excess of the contract 
limitation. 

Account (D). 
To include receipts from all sources not otherwise enumerated. 

EXPEKDITDRES FOR OPERATION AITD HAmTEHAHCE. 

(E) Expense. 

(F) Salaries and Wages. 

(G) Repairs, Renewals, and Maintenance. 
(H) Fuel. 

Account (E). 
To include all charges for rent and care of offices; insurance of 
teal estate and other property against fire; steam boiler, accident 
and liability insurance; legal expenses, including therein damages 
to persons or property; office supplies, such as account books, 
printing, stationery, postage, renewals of office furniture, etc. 

Account (F). 
To include the salaries of all operators, collectors, general office 
force, and executive officers. 
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Account (G). 
To include all charges for repairs, renewals, and maintenance of 
instruraents; poles and wires; exchanges; manholes and con- 
duits: real estate and buildings and their appurtenances, together 
with the cost of all supplies necessary therefor, including freight 
and cartage thereon to point of use. 

AccouTit (H). 
To include all chains for coal, wood, or other fuel, including 
the handling of same and freight and cartage thereon. 

FISED CHARGES. 
(I) Interest and Discount. 
(J) Taxes. 
(J-1) Leased Lines. 

Account (I). 
To include interest on bonds and other interest-bearing securi- 
ties; also interest and discount on notes and open accounts, 
excluding interest and discount on notes, the proceeds of which 
are applied to construction items.* 

Account (J). 
To include all taxes and licenses of whatever nature assessed 
against the property.* 

Account (J-1). 
To include all charges for rental of leased lines and exchanges. 



COHSTRDCTIOIT. 

(K) Instruments. 

(L) Extensions. 

(M) Tools. 

(N) Exchanges. 

(O) Manholes and Conduits. 

(P) Miscellaneous. 

* See note under Water Works Classification. 
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Account (K). 
To include the cost of all instruments of whatever nature, tele- 
phones, switchboards, etc., with freight and cart£^ thereon, 
and cost of labor in installation, including supervision. 

Account (L). 

To include the cost of all poles, wires, cross arms, guys, span 

wires, etc., with freight and cartage thereon, to point of use, 

together with the cost of all labor in erecting same, including 

supervision. 

Account (M). 
To include the cost of all lools and such appliances, with freight 
and cartage thereon. 

AccoutU (N). 
To include the cost of all buildings used as exchanges and any 
improvements thereof, including the equipment therein, such as 
wiring, switchboards, telephones, office furniture, etc. 

Account (O). 

To include the cost of all manholes and conduits, together with 

the cables laid therein, with freight and cartage on the supplies 

necessary therefor to point of use; also to include all labor in 

constructing and supervision thereof. 

Account (P). 
To include the cost of all other construction not previously 
enumerated. 
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In lai^e companies the Construction Record Book can be sub- 
divided into districts, and each district manager furnished with 
the construction records pertaining to his division, so that he 
will have at hand all the details pertaining thereto in an emer- 
gency. 

Separate pages of the Construction Record Book should be 
allotted to the long-distance lines. 
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(C) Real Estate Book. 
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For a small plant, the record books, viz., Construction Record, 
Equipment Book, Power Station and Real Estate Book, could be 
incorporated in one book, allowing the greater part of the pages 
to poles, wires, undei^ound conduits, manholes, cables, circuits, 
switchboards, etc., and long-distance lines, as these records are 
more active, due to the extensions of the sj'stem, while the other 
records are of a fixed character. 

If further information as to the character of the fixed structures 
is desired, such as apparatus and machinery, exchanges, etc., 
a few blank pages could be incorporated in the book, whereon 
sketches or diagrams could be rtade showing the construction, 
and memoranda of the details thereof could be entered, culled 
from the original specifications or contract for building the same, 
thus having immediate access to this data when occasion requires 
and avoiding the necessity of huntii^ up the original papers which 
may have been lost or misplaced in the office files. 
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PART VIII. 

ELECTRIC P^AILWAVa 



The business of an electric railway compared with that of other 
quasi-public corporations is mainly on a cash basis, and does not 
require the numerous books of such corporations pertaining to 
the finances. 

The ordinary system is generally divided into departments, 
each department having a receiver to whom the conductors turn 
in their reports and settlements daily, and in some cases after 
each trip. The receiver turns over these reports and settlements 
daily to the collector from the main office, where same are audited. 

The starter takes note of the number on the car registere at the 
beginning and end of each trip; and always at the beginning and 
end of each day's work. These are also forwarded to the main 
office daily and serve as a verification or check on the conductor's 
reports. 

CONDUCTOR'S REPORTS. 

The usual form of conductor's report has printed thereon route, 
date, car niunber, name of conductor, number of conductor, 
number of motorman; cash fares, number and amount; ticket 
fares, number and amount; totals; and on the back of same, time 
out, time in, hours and minutes of service claimed, trip number, 
number on registers at the beginning of each trip, ditto at end of 
each trip, number of cash passengers, number of ticket passengers, 
etc. 

INTER-ITRBAN STREET RAILWAYS. 

There are many plans and methods adopted for collections on 
inter-urban street railways, but the two most simple and effective 
plans are termed the " Zone Plan " and " Duplex Plan." 

The Zone plan makes the rate of fare between points five cents, 
at each point of which the conductor is obliged to make a collec- 
tion of five cents, or its equivalent in tickets, ringing each collection 
on its respective register. 
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The Duplex plan consists of two tickets or slips being punched 
through by the conductor, one half of the ticket going to the 
passenger and the other half held by the conductor, to be turned 
in by him with his collections, which serves as a check on the- 
amount of money due from him. 



FREIGHT Aim EXPRESS. 

Freight and express traffic as a rule is generally small in com- 
parison with the passenger traffic. The conductor is supplied 
with sufficient Duplex tag forms,' having printed thereon name, 

address, box, barrel, bag, etc., destination from 

to , amount paid, which tag should be pimched 

by the conductor in the square or section designated by the freight 
or express, one half of the tag to be turned in to the receiver with 
the conductor's report, the other half to be attached to the parcel 
until delivered, at which time it is detached and signature of the 
consignee secured thereto, after which it is turned in at the office, 
filed with receipts and held as proof of delivery. 

In case of a large traffic in freight and exjiress, the accounting 
should be more along the lines of that for steam railways, espe- 
cially so when freight is nm on regular scheduled trains. Fixed 
tariffs should then be arranged for different commodities, by car- 
load and less than carload lots, and regular waybills made in 
duplicate, the original being turned over to the conductor, who 
in turn hands same over to the receiving agent, each making 
proper records to show the handling of the freight while in his care 
or possession, the receiver securing a receipt therefor on delivery 
to the consignee. 

The business may also warrant a daily, weekly, or monthly 
abstract, both by the forwarding and receiving agents, showing 
the date of shipment, waybill number, commodity, weight, rate, 
amount paid, and amount to be collected. 

The amount to collect on the abstract of the forwarding agent 
should agree with the amount paid as shown by the receiver's 
abstract, plus the amount uncollected for undelivered freight. 
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PAYROLLS. 

Payrolls for conductors and motonnen of the entire system are 
made up at the main office from the conductors' reports or from 
the timekeeper's report of the department. The payrolls for 
bam, shop, line, and track men are also made up at the main 
office from the daily report of the foreman or timekeeper, showing 
the name, occupation, rate per diem, with columns thereon for 
the distribution of the labor to their pi-oper classifications. 

PAYMASTER. 

The paymaster is given a voucher or check for the amount of the 
payrolls of the department to be paid, either the same day or the 
day previous to the payment, and is charged therewith on the books 
at the main office. Fixed days are allotted for the payment of 
each department, and at certain hours and convenient places for 
the employees thereof. On the return of the payrolls by the 
paymaster, with proper signatures or receipts for the payments, 
he is ^ven credit for the amount thereof, plus cash returned for 
any imclaimed wages. 

SUPPLIES. 

Supplies for each department are furnished on application 
through Requisition Forms (Form S), and when same are duly 
audited, comitersigned and sent, the respective department is 
charged therewith on the books at the main office. 

(See Department Order, Requisition Order, and Invoices under 
Part X, Purchasing Department.) 



CASH BOOK, JOURNAL, AND LEDGER. 

These books can be combined in one volume or binding for a 
small company, allotting the first quarter of the book to cash, 
second quarter to journal, and last half to ledger. 

In view of the large number of ledger headings and subdivisions 
thereof, both for the receipts and disbursements, the best method 
of handling these accounts is to open what is termed either an 
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Accounts Receivable Book or Earnings and Income Renter, 
for the receipts, opening an account with said book or register in 
the main ledger by the controlling method, as explained under 
Part III, with ledger headings as follows: 
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For the disbursements, open what is either termed an Accounts 
Payable Book or Distribution Book, opening accoimt with said 
book in the main ledger by the controlling method, as explained 
under Part III, with !e(%er headings as fallows; 
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CLASSmCATIOH OF REVEmTE. OPERATION AND MAINTE- 
NANCE, FIXED CHARGES AND CONSTRUCTION. 

REVBHUE Airo UfCOHE. 

(A) Car Earnings. 

(B) Miscellaneous Earnings. 

(C) Miscellaneous Income. 

Account (A). 
To include all earnings from the operation of cars, subdivided 
into earnings from passengers {whether in cash or tickets), char- 
tered cars, freight, mail, express, and other car earnings. 

Account (B). 
To include all earnings from the operation of the property (not 
included under car earnings), subdivided into advertising; rent of 
land and buildings received from property used in the operation 
of the road; rent of tracks, to include all receipts for the use of 
tracks, terminals, bridges, etc.; rent of equipment, to include all 
rental receipts for cars and other equipment; sale of power, to 
include all receipts from the sale of power for whatever purpose; 
other miscellaneous earnings, to include all other earmngs not 
heretofore enumerated. 

Account (C). 
To include all interest from moneys on deposit; income from 
seciuitiee owned; income from leased lines or terminals, the 
operation of which has been abandoned by the lessor; and all 
other income not otherwise enumerated, such as net income from 
real estate purchased as an outside investment; net income from 
the operation of parks or any other outside business conducted 
by the company. 



OPERATION EZI^nSES. 



(D) MaiTitenance. 

(E) Transportatitm. 

(F) Generol.^ '.^ '. ; 
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Account (D). 

To include all charges for maintenance of way and structures 
and maintenance of equipment. 

Maintenance of Way and Structures subdivided into classes 
Track and Roadway, Electric . Lines, Buildings, and Fixtures. 

Maintenance of Equipment subdivided into classes Steam Plant, 
Electric Plant, Cars, Electric Equipment of Cars, Miscellaneous 
Equipment, and Shop Expenses. 

Chai^ to " Track and Roadway " all expenditures for repair? 
and renewals of track and roadway, culverts, subways, track in 
yards, terminals or other property, including labor, material, 
tools, freight, hauling, etc., to the point of use, together with all 
other expenses incident to such work. 

Chaise to " Electric Line " all expenditures for repairs and 
renewals of all overhead, underground, or any other electric line 
on whatever part of the property, including labor, material, 
tools, etc., used in taking up, resetting, or repainting poles; taking 
down trolley, feed, or other electric lines and instaUing new lines; 
repairii^ and renewals of conduits for wires; repairir^ and re- 
placing bond wires; punching and drilling rails for trackwiring; 
removing and relayii^ pavements, ballast, etc., when necessary 
for repairs and renewals on electric lines, together with freight, 
hauling, and distribution of the material and supplies and all 
other expenses incident to such work. 

Charge to " Buildings and Fixtures " all expenditures for repair 
and renewals of buildings and fixtures used in the operation of 
the road, including labor, material, tools, hauling, and all other 
expenses incident to such work. 

Charge to " Steam Plant " all expenditures for repairs and re- 
newals of machinery and fixtures of the steam or water power 
plant, including labor, material, tools, freight, hauling, and all 
other expenses incident to such work. 

Charge to " Electric Plant " all expenditures for repairs and 
renewals of the machinery and fixtures of the electric plant, in- 
cluding labor, material, tools, freight, hauling and all other expenses 
incident to such work. 

Charge to "Cars " all expenditures for repairs and renewals of 
passenger,, baggage, express, freight, mail, and other cars from 
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the operation of which revenue is derived, including labor, material, 
tools, freight, haulii^, and all other expenses incident to such work. 

Chai^ to " Electric Equipment of Cars " all expenditures for 
repairs and renewals of the electric equipment and wiring of cars, 
including labor, material, tools, freight, hauling, and all other 
expenses incident to such work. 

Charge to " Miscellaneous Equipment " all expenditures for 
repairs and renewals of water cars, sprinkling cars, sand cars, 
salt cars, supply cars, snow plows, sweepers, scrapers, miscella^ 
neous snow equipment, and all other velucles or wagons not oper- 
ated for the purpose of revenue, including labor, material, tools, 
freight, hauling, and all other expenses incident to such work. 

Charge to " Shop Expenses " all expenditures for repairs and 
renewals of shop tools, machinery, and appliances of every nature 
used on repair work, including labor, tools, fuel, lubricants, waste, 
together with freight and hauling of same; all wages of the general 
employees engaged in the repair shop, and all other expenses inci- 
dent to such work. 

Acamni (E). 

To include all charges for the operation of power plant and 
operation of cars. 

Operation of Power Plant subdivided into classes: Power Plant 
Wages; Fuel for Power; Water for Power; Lubricants and Waste 
for Power Plant; Miscellaneous Supplies and Expenses for Power 
Plant; Hired Power. 

Operation of Cars subdivided into classes: Superintendence of 
Transportation; Wages of Conductors; Wages of Motormen; 
Wages Miscellaneous Car Service Employees; Wages Car House 
Employees; Car Service Supplies; Miscellaneous Car Service 
Expenses; Hired Equipment; Cleaning and Sanding Tracks; 
Removal of Snow and Ice. 

Charge to " Power Plant Wages " all expenditure for labor in 
the power plant, excluding only labor in makii^ repiurs or 
renewals. 

Chai^ to " Fuel for Power " all expenditures for coal, oil, or 
gas used as fuel, or any other fuel, including freight and handlir^. 

Chai^ to " Water for Power " all expenditures for water used 
to produce steam or to operate the power plant. 
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Charge to " Lubricants and Waste for Power Plant " all expendi- 
tures for lubricants, such as oil, grease, waste, rags, etc. 

Charge to " Miscellaneous Supplies and Expenses for Power 
Plant " all expenditures for operation of power plant not hereto- 
fore enumerated. 

Charge to " Hired Power " all expenditures for power purchased 
of other parties. 

Charge to " Superintendence of Transportation " all wages of 
superintendents, assistants and ajds, road officers,, inspectors, and 
other employees superintending transportation. 

Charge to "Wages of Conductors" all wages of conductors 
engaged in operating cars for revenue purposes. 

Charge to " Wages of Motormen " all wages of motormen en- 
gaged in operating cars for revenue purposes. 

Charge to " Wages of Miscellaneous Car Service Employees " 
all wages of starters, transfer agents, switch tenders, trolley men, 
and other car service employees. 

Charge to " Wages of Car House Employees " all wages of car 
house foremen, watchmen, car placers, car switchers, car and 
motor inspectors, car cleaners, car oilers, and other car house 
employees not engaged in making repsurs or renewals. 

Charge to " Car Service Supplies " all expenditures for lubri- 
cants and waste for cars, and electric equipment of cars in connec- 
tion with the lamps, oil, and supplies for lighting cars, water and 
other supplies for cleaning cars, fuel for heating cars, bell and 
renter cord, trolley rope, and all other material and supplies, 
excepting only those used for repairs and renewals of cars or 
electric equipment of cars. 

Charge to " Miscellaneous Car Service Expenses " all expendi- 
tures for transfers and tickets, conductors' books, punches, port- 
able registers ; tools for motormen; employees' badges and uniforms; 
cost of getting derailed cars on track and removing obstructions 
and wreckage; miscellaneous expenses of car house, including fuel, 
light, water (excepting water used in cleaning cars), and all other 
car service expenses not otherwise provided for. 

Charge to " Hired Equipment " all expenditures for rental of 
cars, electric equipment of cars, and other equipment. 

Charge to " Cleaning and Sanding Track " all expenditures for 
cleaning, greasing, watering, sprinkling, and removing dirt from 
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track; sanding track, inciuding wages of men engaged in the 
work;, cost of sand, and hauling and distributii^ same; cost of 
track brooms and other tools; curve grease and water for sprink- 
ling and watering track, and all other supplies and expenses 
incident to such work. 

Charge to " Removal of Snow and Ice " all expenditures for labor, 
material, tools, and expenses; cost of salt and delivery of same in 
the car house; and the wages of men engaged in salting tracks 
and operating enow plows, sweepers, scrapers, etc. 



Account (F), 

General, subdivided into classes: Salves of General Officers; 
Salaries of Clerks; Printing and Stationery; Miscellaneous Office 
Expenses; Stores Expense; Stable Expense; Advertising and 
Attractions; Miscellaneous General Expenses; Damages; Legal 
Expenses in connection with Damages ; Miscellaneous Legal 
Expenses; Rent of Land and Buildings; Rent of Tracks and 
Terminals, and Insurance. 

Chaise to " Salaries of General Officers " all salaries of presi- 
dent, vice-president, secretary, treasurer, auditor, general manager, 
assistant general manager, chief engineer, general superintendent, 
purchasing agent, and all other executive and administrative 
officers whose duties extend over the entire system. 

Charge to " Salaries of Clerks " the salaries of bookkeepers, 
cashiers, receivers, paymasters, stenographers, and all other 
clerks employed on the entire system not otherwise provided for. 

Chai^ to " Printing and Stationery " all expenditures for print- 
ing, stationery, and stationery supplies not otherwise provided for. 

Charge to " Miscellaneous Office Expenses " the cost of all 
office supplies, repairs and renewals of office furniture, wages of 
janitors, porters, messengers, and all other office expenses not 
otherwise provided for. 

Charge to " Stores Expense " all salaries and expenses in 
connection with storerooms, including cost of sending material 
and supplies from general store room to branch store rooms, and 
the collecting of scrap material. 

Charge to " Stable Expense " the cost of feed, keep, and shoeing 
of horses and all other stable expenses. 
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Charge to " Advertising and Attractions " the cost of adver- 
tisii^ of every description, including printing handbills, posters, 
etc.; net expenses of music, parks, park properties and resorts, etc. 

Charge to " Miscellaneous General Expense " all expenses of 
public telephone system; maintaining and operating private 
telephones, telegrams, subscriptions and donations; traveling 
expenses of general officers and others connected with the main 
office, and contingent ■ expenses connected with the management 
not otherwise provided for. 

Charge to " Dam^es " all expenses on account of property 
damage and persons killed or injured; salaries and expenses of 
claim agents, investigators, adjusters, and others engaged in the 
investigation of accidents and adjustment of claims; salaries, 
fees, and expenses of surgeons, doctors, nurses, hospital attend- 
ants, medical and surgical supplies, fees and expenses of coroners 
and undertakers; fees of witnesses and others, excepting only 
lawyers' fees and court costs and expenses. 

Charge to " Legal Expenses in Connection with Damages " all 
legal expenses incurred in connection with the defense or settle- 
ment of damage claims. 

Charge to " Miscellaneous Legal Expenses " all legal expenses 
except those incurred in connection with damages. 

Charge to " Rent of Land and BuiUlings " all rent for lands and 
buildings used in the operation of the road. 

Chai^ to " Rent of Tracks and Terminals " all rent paid for 
tracks or terminals of other roads, bridge rentabj, and tolls. 

Charge to " Insurance " the cost of fire and boiler insurance. 

FIXED CHARGES. 

(G) Interest and Discount. 

(H) raxes. 

(I) Rent of Leased Lines. 

Acr/mrti (G). 
Charge to " Interest and Discount " all interest charges on 
funded debt, real estate mortgages, floating debt, and discount on 
notes,* excepting interest or discount on notes the proceeds of 
which are applied to construction items. 

• See note under Water Works Claawfication. 
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AccoutU (H). 
Charge to " Taxes " all taxes on real estate and personal prop- 
erty, track, franchise, upon capital atock, gross earnings; car 
and other vehicle licenses,* excepting only taxes on property 
purchased as an investment, foreign to the operation of the road. 

Account (I), 
Charge to " Rent of Leased Lines " all charges for rent of leased 
lines and terminals. 



CONSTRUCTIOH. 



(J) Construction. 



Account (J). 

To include all charges for construction, improvements, and 
betterment of the property. 

Construction subdivided into classes: Oi^anization; Engineer- 
ing and Superintendence; Right of Way; Track and Roadway 
Construction; Electric Line Construction; Real Estate Used in 
Operation of Road ; Buildings and Fixtures Used in Operation of 
Road; Investment Real Estate; Power Plant Equipment; Shop 
Tools and Machineiy; Cars; Electric Equipment of Cars; Mis- 
cellaneous Equipment; Interest and Discount; Miscellaneous. 

Charge to " Oi^anization " all expenses incurred in effecting 
organization, including therein legal expenses. 

Charge to " Engineering and Superintendence " all expenditures 
for surveys by engineers, transitmen, and superintendence on 
preliminary and construction work, and all expenses incident to 
such work. 

Charge to " Right of Way " all expenses incurred in securii^ 
right of way and payments therefor, including the cost of the 
necessary real estate. 

Charge to " Track and Roadway Construction " all expenditures 
for track and roadway construction, including superintendence, 
labor, material, tools, freight, hauling and distribution of material, 
and all other expenses incident to such work, together with the 

• See note under Water Works ClBsaification. 
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cost of excavating, grading, tracklajnng, ties, yokes, ruls, man- 
hole frames and covers, ballasting, pavement, bridges, trestles, 
culverts, tunnels, etc. 

Charge to " Electric Lin,e Construction " all expenditures for 
overhead, underground, or other electric line construction, includ- 
ing superintendence, labor, material, tools, freight, hauling and 
distribution of the material, and all other expenses incident to 
such work; cost of punching and drilling rails for track wiring, 
rail bonds, poles, labor, and material for setting and painting 
poles; feed, guai-d, span, trolley, and other wires; feeders and all 
other appurtenances and fixtures necessary therefor, together 
with cost of all labor in erecting same; conduits and conduit wires 
for underground construction, including conductors, insulators, 
sewer connections, etc. 

Charge to " Real Estate Used in Operation of Road " all expendi- 
tures for real estate used in operation of road, except real estate 
used for right of way. 

Charge to " Buildings and Fixtures Used in Operation of Road " 
all expenditures for buildings and fixtures used in operation of 
road, including superintendence, labor, material, tools, freight, 
hauling and distribution of material, and all other expenses inci- 
dent to such work. 

Charge to " Investment Real Estate " all expenditures for land 
and buildings not used in operation of road. 

Charge to " Power Plant Equipment " all expenditures for 
steam and electric equipment of power plant, including founda- 
tions and installation. 

Charge to " Shop Tools and Machinery " all expenditures for 
shop tools and machinery for general repair shops, car houses, etc., 
including foundations and installations. 

Charge to " Cars " all expenditures for passenger, baggage, 
express, freight, mail and other cars from the operation of which 
revenue is derived. 

Charge to "Electric Equipment of Cars" all expenditures for 
electric equipment and work of all cars, whether revenue or work 
cars, including labor, material, tools, freight, hauling of material, 
and all other expenses incident to such work. 

Chaise to " Miscellaneous Equipment " all expenditures for 
water cars, sprinkling cars, sand cars, salt cars, supply and other 
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works cars, snow plows, sweepers, scrapers, and miscellaneous 
snow equipment; horses, wagons, vehicles, tools and appliances 
necessary in the iise of work cars or snow equipment. 

Charge to " Interest and Discount " all interest paid or received 
in connection with construction funds; and all discoimt or premi- , 
urns resulting from the sale of securities for construction should 
be charged or credited as the case appears to this account. 

Chai^ to " Miscellaneous " all expenditures for printing and 
stationery, office supplies and expenses, damage clajms, wages of 
clerks and all other expenses incident to construction not other- 
wise ' provided for. 
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Electric RaUvxtys. 
(Form Z) Income Account foe Year Ending. . 

Gross earnings from operation {per statement attached), 
Operating expenses ( „ „ n ), 



Net earnings jram operation. 
Miscellaneous Income : 
Interest on deposits, 
Income from securities owned, 
Rent of leased lines, 
Other miscellaneous income, 



Gross income, less operating expenses. 
Fixed Charges: 
Taxes,— 

On real and personaJ property, 

On capital stock. 

On earnings. 

Miscellaneous, 

Interest, — 
On bonded debt. 
On real estate mortgages, 
On floating debt, 

Rent of leased lines, 
Other deductions, 



Net irteome [or year, 
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In large companies the construction record book may be sub- 
divided into departments, and each department superintendent 
furnished with the construction records pertaining to his depart- 
ment, so that he will have all the details pertaining thereto in an 
emergency. 



(F) Operation Book, Power Station. 

This book is arranged in a columnar manner, with columns 
for date, hours running, condensing, non-condensing, machinery 
in use; subdivided into engines, boilers, dynamos, etc.; coal used, 
kind and number of tons; maximum horse-power, minimiun horse- 
power, average hoi'se-power, current output, etc., and column for 
remarks, under which can be entered the weather conditions, 
extra labor employed, etc. 

For a small railway, the record books enumerated above, viz., 
construction record book, equipment book — rolling stock, equip- 
ment book — power station, and real estate book can be incor- 
porated in one book, allowing the greater part of the pages 
to poles, copper wiring, feeders, rmls, ties, paving, etc., as these 
records are more active, due to the extensions of the system; 
while the other records are more of a fixed character. 

If further information of the character of the fixed structures is 
desired, such as turn-outs, railway crossings, bridges and trestles, 
pipe culverts, cars, machinery and apparatus at power station, 
real estate, etc., one third of the pages of the book should be left 
blank, whereon diagrams or sketches of the construction and 
important points bearing upon same, culled from the original 
specifications or contracts for building same, could be entered, 
thus having immediate access to this data when occasion requires, 
avoiding the necessity of hunting up the original contract or speci- 
fications which may have been misplaced or lost in the files. 

Some companies keep this data on cards in connection with set 
of plans covering the entire system. 
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COMBINED INSPECTION AND CUSTOMERS- 
REGISTERS. 



The combined inspection and customers' registers for water, 
gas, electric light, steam heating, and telephone companies are 
the most important books of original entry, excluding only the 
cash book, journal, and ledger. 

The inspection part of the book will show all the details of each 
customer's service, or so much thereof as may be deemed necessary; 
such as, 

For water works: Service nimiber, name of customer, fixtures 
in use {or meter, — number, size, kind, and location), purposes 
used, date connected, date disconnected, etc. 

For gas and electric light works : If method of accounting is by 
streets or routes, — street, number, name of customer, meter {num- 
ber, size, kind, and location), purposes used, date connected, date 
disconnected, etc. 

For steam heating works: Street, number, name of customer, 
location, purposes used, feet of floor surface, date con- 
nected, date disconnected, etc. 

For telephone companies: Drop number, name of subscriber, 
location, contract classification, subdivided into columns, tele- 
phone, extension bells, extension sets, booths, miscellaneous, 
date connected, date disconnected. 

The financial pari of the book is arranged in a columnar manner, 
as follows: 

For water works (fixture or unmetered register) : Amount due 
for water, service pipes, taps, miscellaneous, discount or abate- 
ments, anioimt paid, when paid, balance due. (Meter register): 
Reading, cubic feet; difference, cubic feet; rate; amoimt due; dis- 
count or abatement; amount paid; when paid; balance due. 

For gas works: Meter reading, cubic feet; difference, cubic feet; 
rate; amoimt due; discount or abatement; amount paid; when 
paid; balance due. 
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For electric light works: Meter reading, K.W,; difference, K. W. ; 
rate; amount due; discount or abatements; amount paid; when 
paid; balance due. 

For steam heating works; Steam heat, steam piping and fittings, 
miscellaneous, abatements or discounts, amount paid, when paid, 
balance due. 

For telephone companies: Rentals, tolls, excess calls, miscel- 
laneous, abatements or discounts, amount paid, when paid, bal- 
ance due. 

The inspection part of the book is entered only once during the 
life of the book, which can be maile to run for any number of years, 
preferably five, on account of liability to soil from frequent hand- 
ling. 

If there is a change in the fixtures or name of customer, such 
changes can be entered from the " House-to-House Inspection 
Book," " On and Off Book," or " In and Out Book," or from 
any other method adopted for recording the changes, the last 
name entered running horizontally, being the present or latest 
customer using any particular service. 

By this method you will have at all times a complete record of 
each service connected with the system and its present status, 
thereby obviating the necessity of referring to other books of 
account or card memoranda when any question arises. 

It also affords comparisons of use by customers with the corre- 
sponding periods of the previous years, and avoids the necessity 
of opening new registers every year or thereabouts. 

The financial part of the book is self-balancing, the total amount 
of all bills rendered equaling the totals of the columns, — discount 
or abatements, amount paid, and balance due. 

When bills are rendered monthly to customers, a short leaf is 
inserted in the book, printed on both sides. 

Totals of sheets are entered on a smnmary slieet. 

When payments are made, the respective customers' accounts 
are credited in these books, and the totals of the columns of col- 
lector's or treasurer's reports are dehUed to cash and credited 
to their respective accounts in the main ledger. 

If the accounts are kept by the controlling method, cash is 
debited and aistomer's account is credited in the main ledger, 
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with the total of the report. (See "Controlling Method" and 
"Accounts Payable, Vouchers Payable, or Distribution Book"; 
also cash ledger form 0-2, under Part III.) 

For a large city it would be necessary to divide the city into 
sections or wards, allotting books to such sections or wards in 
accordance with the number of customers and possible growth of 
the business, thus proportioning the books and work of accounting 
to different bookkeepers. 

For large companies, the columns for service pipes and taps, 
steam piping and fittings, under the financial headings for " Water " 
and " Steam Heating " companies, respectively, could be elimi- 
nated, and separate registers kept for these accounts, as charges 
seldom occur after the first installation, and then only, as a rule, 
for repairs or renewals. 
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LOOSE-LEAF CUSTOMERS' REGISl^RS. 

Looae-leaf registers are used by some of the larger corporations, 
their principal recommendation being that additional growth, also 
new customers, along the present streets or routes can be provided 
for in niunerical order. 

They run by months, but seldom for a period longer than six 
months, at which time the leaves are renewed in the binders, the 
old leaves being transferred to the files. 

The mechanism, — binders, or locks (of which there are several 
patents), — by which the sheets are held in place in the covers, have 
not yet reached that stage of perfection to insure the leaves from 
loosening, even when apparently securely locked in. 
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CARD REGISTERS. 

By this method cards are arranged in boxes, running numeri- 
cally or by streets or routes, each customer being allotted one 
card. When entries are to be made thereon, it necessitates hand- 
ling the box, finding the card, extracting same, making the entry, 
blotting same and returning it to its proper location in the box. 

When monthly totals are to be taken off, the amount chained 
to each customer on his card must either be rewritten on a separate 
piece of paper, or else called off to an operator of an adding machine. 
The number of handlings of the accounts increases proportionately 
the liability of errors, and it is seldom a balance is struck on the 
first trial. They are not self-balancing and rarely approved by 
auditors for this class of accounting. 

The misplacement or loss of a card throws the whole accounting 
system out. of balance, which cannot be rectified until the card 
is found, or by reference again to the original data from which 
the particular customer's account was made up. 

The first cost of the fixtures ami furniture necessary for the 
installation of a card system is considered very excessive, not 
taking the amount of floor space occupied into consideration. 
The greatest objection to it, from the cost standpoint, is the time 
consumed and force necessary to operate it, which is about in 
the proportion of 12 to 1 with the other methods, some accoimt- 
anta placing it at 20 to 1, 

This method of accounting still finds favor with a few corpora- 
tions. Several large corporations who installed it have dis- 
carded same and are now either on the bound-book or loose-leaf 
system. 
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PART X. 

PURCHASING DEPARTMENT. 

PURCHASING AGENT. 
AU .purchases of whatever nature should be made throi^h the 
purcliasing agent, or other duly authorized officer, who should be 
held responsible for all supplies on hand and received, and the 
proper distribution thereof to the respective departments of the 
company on properly attested requests or orders from the heads 
of the departments. 

(FormR) 

(Division or Department Order on Purchasing Agent.) 

Boston, Mass., 190 . 



Order No. . . . 

Department . 



CONSUMER'S WATER COMPANY. 
To the Purchaang Agent : 

Please order the following supplies for the Company: 



Approved : 

Head of Department. 

The above can be made up either in bound-book or on block 
form, manifolded, so that the department head will always have 
at his command a duplicate of the orders which he has forwarded 
to the purchasing agent, also for checking the arrival of the goods. 
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The head of a department should have a couple of rubber stamps 
made, one to indicate that the goods were received in a good condi- 
tion on date, the other per contra, goods 

received (lacking items checked or in bad condition) on 

date, signed by department head, per 

On receipt of the goods an impression of the proper stamp should 
be made on the duplicate order which he retains, so that he can 
0. K. or check the original invoice when it is received from the 
purchasing agent. 

The purchasing agent on receiving the department order (Form 
R) makes an impression on same with a rubber or other stamp, 
showing the date and time received, and later {after ordering the 
supplies) enters the number of the requisition order thereon. 



(Requisition Order.) 
CONSUMER'S WATER COMPANY. 

Boston, Mass., 190 . 



Please ship to us at . 



Conscmeb's Water CoMPAr^r, 
By 



Pitrehasing Agent. 
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The above can be made up either in bound-book or on block 
form, manifolded either in dupUcate or triplicate, as the parties 
desire, the original to be, sent to the vendor and the duphcate to 
be retained by the purchasing agent, to be held by him pending 
the arrival of the invoice and the goods. 

Should the requisition order be made in triplicate, the third one 
should be sent to the head of the respective department for which 
the supplies were ordered, or to the storekeeper, depending on the 
method of accounting adopted. 

On the carbons or duplicates of the requisition order there is 
printed in the lower left-hand comer : 

Invoice forwarded 

To 



Head of Departmenl. 

INVOICES. 

On receipt of the invoice, the purchasing agent compares and 
checks same with the copy of the original reqinsition order and 
stamps same with a special stamp, having printed thereon : Date 
goods received, condition, approval of head of department, ap- 
proved, purchasing agent, and forwards same to the department 
head, who compares and checks same with his original order and 
record of goods received, and if found correct, approves same on 
the lines allotted for his entries and signature, and returns it to the 
purchasing agent, who also approves and forwards same to the 
accounting department for entry to the credit of the vendor's 
account. 

The invoice will then show on its face all the details of verifica^ 
tion and approval. 

If the suppUes have been ordered for stock, the invoice is stamped 
with a rubber or other stamp made for that particular purpose and 
sent to the storekeeper, who checks the items thereon with his 
record of goods received, and, if found correct, approves same on 
the lines allotted for his entries and signature and then forwards 
it to the purchasing agent, who in turn approves same and for- 
wards it to the accounting department for entry and credit to the 
vendor's account. 
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DEPASTHENT ORDER. 

In case each department orders ita own supplies, the following 
fonn is recommended: 





CONSUMER'S GAS COMPANY. 




Department 


Order No 




(Red ink.) 








M 







Please send to . . 



and charge same to our account. 



Head of Department. 

Enter the number of this Order 
on your bill; otherwiae it will be 
returned. (Red ink.) 

In order to expedite business, each department should be 
allotted certain numbers, for example, — 

Manufacturing Department, Nos. 1 to 4,999, inclusive. 

Construction „ „ 5,000 „ 9,999, „ 

Executive „ „ 10,000 „ 14,999, „ 

The order blanks could be arranged in bound book, manifolded; 
on loose leaves, manifolded, or in bound book with stub attach- 
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PART XI. 

SALES DEPARTMENT. 



SOLICITORS. 

This department should have a polite and diplomatic corps, of 
good address, thoroughly conversant with the business, to develop 
same amongst the old customers and to secure new ones, especially 
along the lines of the present constructed plant. They would be 
a valuable corps to canvass new territory before extending the 
system, to determine whether the immediate or possible customers 
would warrant the expenditure of the funds necessary for the new 
construction. 



CREDITS, COLLECTIONS, AND CLAIMS. 

On general principles, parties who own their houses on makii^ 
application or contract for the installation of a service should be 
allowed credit, and only parties of whose credit there was doubt 
should be required to make a deposit, the assumption being that 
they would not apply for the service imless they actually desired 
it and intended to pay for same. 

A continuous deposit left in the hands of a company to insure 
them from possibility of loss, or bad bills, injures the company 
with its patrons and the general public. The better and safer 
method is to render bills for shorter periods to customers whose 
credit is doubtful. 

The fixing of a date when all bills axe payable under the penalty 
of having the service shut off, and the rigid and diplomatic en- 
forcement of this rule (unless the bill is in dispute) reduces to a 
minimimi the amount of bad bills, as the customers then arrange 
to meet their bills promptly. 

Another method is the allowance of a discount for payment 
prior to a fixed date, which as a rule customers take advantage of. 
The treasurer can then always approximate the amount of funds 
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he will have on hand to meet the demands on the company, thus 
avoiding the necessity of making temporary loans to tide over 
periods when fixed chaises and other pressing demands must be 
met. 

When there are claims for allowances or rebates due from any 
cause, if against the company, they should be allowed in a cheerful 
spirit with due apologies, and if there be any doubt the customer 
should receive the benefit. 



COMPLAINTS. 

All complaints made either verbally or by letter should receive 
prompt and courteous attention, and same be referred to the head 
of the department, according to the nature of the complaint, who 
should despatch a representative at the earliest opportunity to 
adjust same. 



FIXTUHES. 

A large room should be secured on the ground floor and adjoin- 
ing the office, if possible, where all the appliances and fixtures for 
gas and electric light business could be shown to advantage. The 
greater part of these appliances should be connected up with 
the system so that a possible customer could see at a glance the 
method of operation and effects of same, which would not require 
unnecessary explanations. 

All of the aforesaid departments should work in harmony with 
each other, and unless the company was a large one, these depart- 
ments should be consolidated under one head. 
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PART XII. 

ENGINEERING DEPARTMENT. 



PLAITS. 



All companies should have at least one large set of plans, platted 
on mounted cloth, on a scale of one hundred feet to the inch, 
showing all the details of construction pertaining to the whole 
system, the initial sheet having printed or lettered thereon an 
index of the references. All extensions of the system should be 
plotted thereon at least once a year. When not in use they should 
be stored in a fireproof vault or safe, as it would entail consid- 
erable trouble and large expense to make a duplicate set in case of 
loss. 

For active use it would be advisable to have a set of tracings 
made, from which blue-prints could be made for any number of 
working sets desired. 

JIETAL PLAN CASE. 

This plan case should have a large number of drawers of suffi- 
cient dimensions to hold any detail plans that might be necessary, 
each drawer being either numbered or lettered on the outside. 
All plans, tracings, or blue-prints should be stamped with some 
designating number or letter. A card index is a valuable adjunct 
in connection with the plan case. 

EXTENSIONS AND ADDITIONS OF THE SYSTEM. 

Drawings or plans showing all the details of the new construc- 
tion or extensions of the system should be rendered weekly or 
monthly, as the occasion demands, either by the engineer or fore- 
man in charge of the work, but preferably by the engineer, duly 
signed by him, and same platted on the original set of plans and 
tracings; also entered in the construction record book, under the 
month or year under which said work was done, thus keeping up 
the construction records, so that at the end of any fiscal or calendar 
year, according to the method employed, said book can be balanced. 
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CHEMICAL AND TESTING DEPARTMENT. 



For lai^ corporations it would be economical to install a labora- 
tory and have a sufficient chemical force to test materials and 
supplies, such as ascertaining the steam-producing qualities of 
coal; relative percentage of mineral and vegetable oil contained 
in oil for lubricating purposes; hardness of water and minerals 
contained therein, to determine its value for boiler uses; if for 
drinking purposes and delivered through lead pipes, whether the 
lead was in solution; whether contaminated by sewage or other 
impurities, thus forestalling suits for damages; component parts 
of paint to determine its probable length of wear; tensile strengths 
of cement for use on various parts of construction, etc. 

Records could also be kept by this department showing the dates 
and kind of materials and supplies purchased; amounts, prices, 
periods required for consumption; details of the analyses, tests, 
etc., which would materially assist the purchasing department in 
requiring certain standards when placing orders for such materials 
in the future. 
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PART XIV. 

AUDITS AND EXAMINATIONS 



Periodical audits and examinations should be made by a dis- 
interested party who is thoroughly conversant in the science of 
accounting, and by one whose vision is broad enough to analyze 
and make rough deductions. He should not alone be competent 
to check and verify the receipts and disbiu-sements, either by note, 
voucher, or check, but should also be able to state whether such 
items have been appropriated to their proper accounts. In other 
words, whether the receipts have been applied to their respective 
accounts, such as revenue, notes, mortgages issued, etc.; and the 
disbursements, to an expense account of running the business; 
or a capital account, — enlargement of the plant or reducing the 
liabilities. 

He should be j^ven access to all contracts and other data, 
the accounting for which at times does not appear in detail on the 
books. 

Should the examination be made with reference to the purchase 
of a plant by other parties, this would necessitate not only a 
thorough examination of the account books, vouchers, etc., for 
a period of years, but also of the act of incorporation, votes of 
stockholders and directors pertaining to the issue of mortgage 
bonds, stocks, or other securities, dividends, leases, contracts, etc. 

The examiner should also secure a certificate from the trustee 
for the bondholders of the number of bonds still outstanding, 
together with the coupons remaining unpaid, with the dates, 
numbers, and other details of same, so that he can verify and 
make comparisons with the canceled bonds and coupons in the 
treasury of the company and check the figures representing same 
on the books. 

In addition to the above, a general examination of the city 
should be made, covering the city's population, giving the United 
States census returns for the preceding thirty years, or more if 
deemed necessary; present estimated population; last state or 
school census; composition of population; city's assessed valua- 
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tion, tax rate, bonded debt; principal industries, enumerated, 
giving their annual output in quantity and dollars, if same are 
obtainable; steain and electric railroads entering city and their 
connections; water-ways, steamboats, and other lines; territory 
tributary thereto, with products, industries, and valuation thereof, 
together with any other information which may be of value to 
determine the present or future prospects and growth of the 
community. 

There should also be incorporated in his report an extended 
statement of the physical plant, separating same into units, ^ving 
details of the parts of each unit, together with the condition of the 
plant from a casual examination, addmg any recommendations 
as to methods of maintenance, operation, management, or improve- 
ment of the plant whereby same can be operated more economically. 

In case examination is made for valuation purposes, with a 
view to purchase of the property by a city or town, the main 
questions then at issue are earning capacity, franchise, going value, 
construction, capacity, physical condition of the property, etc. 
Valuation cases are generally heard before a commission appointed 
by the court, with the consent of both parities thereto. In such 
cases the accountant worlis in cooperation with experts in the 
particular line under consideration, such as owners, managers, 
engineers, etc. 
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PART XV. 

DEPRECIATIONI. 



No positive fixed percentages can be made that will govern 
the depreciation of all water works, gas works, electric light works, 
steam heating works, telephone companies, and electric railways. 

The kind and natiu^ of the original construction is the most 
important factor, but there are other causes and conditions gov- 
erning and surroimding each plant of the above classes that should 
be subject to special consideration and examination by experts 
in the particular class, especially so when the question of valua- 
tion is the one at issue, and even then there is a wide divergence 
of opinion. 

Depreciation arises from a variety of causes and conditions, 
viz., that due to wear and tear; to oversight or errors in original 
construction; to outgrowth caused by increased population or 
unforeseen use; later improvements or inventions in machinery, 
appliances, etc., by which the business can be operated more 
economically; scientific knowledge; lack of care, maintenance, 
and use; deterioration, such as electrolysis or chemical action on 
piljes, etc., corrosion, accretions in the pipe system; depopulation; 
by the falling off or stagnation in the business of special industries 
on which the city or town may be dependent; by the transfer of 
important business int-erests to another community; inadequacy 
of supply; pollution, in case of water works; to the elements, etc. 

Depreciation, when considered simply from the standpoints of 
" wear and tear " and " later inventions or improvements in 
machinery," etc., with the assumption that the properties have 
been well constructed and properly maintained, may be divided 
into three elasses, viz. : Those parts of the properties which have 
the longest or maximum life; those which have an average or 
mean life; and those which have the shortest, or minimum life. 

MAXIMUM LIFE. 

To include structures of masonry, stone, or brick, such as dams, 

canals, tail-races, reservoirs; filters, foundations for machinery, 

conduits, mimholes, buildings, etc.; embankments of earth well 
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sodded; cast iron pipe and special castings when properly coated 
and not subjecled lo electrolysis or chemical action; iron struc- 
tures, such as stAndpipes, gas holders, bridges, trestles, etc. 



HEAH LIFE. 

To include machinery, such as pumps, engines, fly-wheels, 
wooden buildings, valves, hydrants, mechanical filters, gas lamps, 
purifiers, roadbeds, paving, cables, cars, etc. 



HmunTH LIFE. 
To include boilers, meters, heaters, retorts, gas stoves, electrical 
machinery of all kinds, poles, wires, carbons, lamps, globes, tele- 
phone instrumente, switchboards, rails, ties, motors, controllers, 
arc lamps, incandescent lamps, etc. 

Note. — Some of the latter class have a very rapid depreciation. 

On plants of first-class construction the following percentages 
appear to be a fair allowance for depreciation as a whole, deduced 
from the authorities consulted and what data the writer had 
available: 



Water works. 


lito 3% 


Gas works. 


3 „ 5% 


Electric light works, 


5 „ 10% 


Steam heating works, 


7 „ 10% 


Telephone TOmpanies, 


8 „ 12% 


Electric railways, 


5 „ 8% 



Note. — The gas and electric light commissioners of Ma^a- 
chusetts now practically compel gas and electric light works under 
municipal ownership to include in the tax levy five per cent of the 
cost of the plant as a depreciation fund, imder authority of Chapter 
410 of the Acts of 1905, of which the following is an extract: 

Section 4. Said chapter is hereby further amended by striking out 
section twenty-one and inserting in place thereof the following: Section 
21. Prior to the beginning of each fiscal year the manager of the plant 
shall furnish to the mayor, selectmen, or municipal light board, if any, an 
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estimate of the income from sales of gas and electricit}' to private consmners 
during the ensuing fiscal year and of the expense of the plant during said 
year, meaning the gross expensea of operation, maintenance, and repair, 
the interest on the bonds, notes, or scrip issued to pay for the plant, on 
(owuni of depredation equal to five per cent of the coit of the plant, or suck 
emaUer or larger amount as the board of gas and electric light commissionera 
may approve, the requirements of the sinking fimd or debt incurred for the 
plant, and the loss, if any, in the operation of the plant during the preceding 
year. The excess of the expense thus defined and estimated over the esti- 
mated income from sales to private consumers shall be included by the city 
or town in its annual appropriationa for maintenance and in the tax levy. 
By cost of the plant is intended the total amount expended on the plant to 
the beginning of the fiscal year, for any pmpose for which bonds, notes, 
or scrip may be issued under sections seven and eight of this chapter. By 
loss in operation is intended the difference between the actual income from 
private consumers plus the appropriations for maintenance for the pre- 
ceding fiscal year and the actual expense of the plant, reckoned as above, 
for that year in case such expellee exceeded the amount of such income 
and appropriation. The income from sales and the money appropriated 
ae aforesaid shall be used to pay the annual expense of the plant defined 
as above, for the fiscal year, except thai no part of the sum therein included 
for de-preciation shall be v-sed for other purposes than renewals, in excess of 
ordinary repairs, extensions, reconstruction, enlargements, and additions. 
The surplus, if any, of said annual allowances for depreciation after making 
the above payments shail be kept as a separate fund and used for renewals, 
other than ordinary repairs, extensions, reconstruction, erdargemenis, and 
additions in succeeding years; and no debt shall be incurred under sections 
seven and eight of this chapter for any extension, reconstruction, or en- 
largements of the plant in excess of the amount needed for the purpose 
in addition to the amount then on hand in said depreciation fund. Said 
depredation fund shaU be kept and managed by the dty or toinn treasurer as 
a separate fund, subject to appropriation by the dty council or selectmen or 
munidpal light board, if any, fw the foregoing purpose. All appropriations 
for the plant shall be either for the annual expense defined as above, or for 
extensions, reconstruction, enlargements, or additions; and no appropria- 
tion shall be used for any purpose other than that stated in the vote making 
the same. No bonds, notes, or scrip shall be issued by a city or town for 
the annual expenses as defined in this section. 

Note. — Towns that are maintaining their plants up to proper 
standards and paying for same out of earnings object strenuously 
against including five per cent of the cost of the plant in the tax 
levy to be set aside as a renewal or depreciation fund. 
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PART XVI. 

FUNDS— DIVIDENE)S. 



Fuiros. 



Surplus FuTid represents the excess of earnings or profit and 
loss account which has not been distributed amongst the stock- 
holders. 

It may be on hand in tlie shape of cash or invested in the plant, 
or part cash on hand and balance invested in the plant. 

Sinking Fund is a fund set aside periodically (generally in escrow) 
to retire outstanding securities, especially mortgage bonds. 

Reserve Fund is a fund set aside for some particular purpose, and 
is generally represented by cash on deposit. 

Depreciation Fund is a fund set aside periodically, taken from 
either profit and loss or surplus, to cover the whole or certain 
portions of the depreciation of a plant. 



DIVIDENDS. 

Cumulaiive Dividends represent dividends on stock which accum- 
ulate as a dividend charge against the stock until they are paid. 

Non-Cumulative Dividends represent dividends on stock which 
have been passed or defaulted, and do not remain as a chai^ 
against the stock. 

Stock Dividends represent dividends paid out of the capital 
stock of a company. 
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Treasoret^ Annmtl Report 
for the Kscal Ye ar ending 



Profit and Loss Account 



Ihpilri.Raniwili, ind Mtir 



(l>rl..l.l_ 



5*Hc> Pip«> 
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Liabilities:- 
Cipitil St»ck 
Bondad Oabt 
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PART XIX. 

MISCELLANEOUS INSTRUMENT FORM& 

HOTE& 
(Ordinary Form.) 
(Form JOS) 

$ Boston, 190 . 

after date ,.. promise to pay 

to the order of 

Dollara, 

Payable at 

Value received. 



(Form 109) 

(Collateral Security Form, No. 1.) 

Dolls. Ore. Boston, 190 . 

after date, for value received, 

promise to pay to 

or order, at place of business, 

Dollara, , 

with interest, at the rate of per centum per 

Having deposited with this obligation as 

COLIATEBAI. SECURITY, 
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vitb the ri^t to call for tidditional security should the sttme decline, scoA 
with authority to sell the same or any collaterals substituted for or added 
to the above, without notice, either at public or private sale or otherwise, 
at the option of the holder or holders hereof on the non-performance of 

this promise, he or they giving credit for any balance of the net 

proceeds of such sale remaining after paying all sums due from 

to the said holder or holders, or to his or their order. And it is further 
i^reed that the holder or holders hereof may purchase at any public sale. 
Due 



(Collateral Security Fonn No. 2.) 

Boston, Mass., 190 , 



after date, for value received, promise 

to pay to 

The Trdst Company, or Boston, 

or order, at said Trust Company, Dollars, 

having deposited with said Trust Company, as collateral security 

for payment of this or any other- direct or indirect liability or liabilities of 

to said Trust Company, due or to become due, or that may be 

hereafter contracted, the following property, viz.: 



the market value of which is now f , with the right to call for 

additional security should the value, in the judgment of the president, 
vice-president, or treasurer of said Trust Company, decline ; and on the failure 
to supply the amount demanded, this obligation shall be deemed to be due 
and payable on demand. With full power and authority on the non- 
performance of this promise or the non-payment of any of the liabilities 
above mentioned, or at any time or times thereafter, to sell, assign, and 
deliver the whole of said property or any part thereof, or any substitutes 
therefor, or any additions thereto, at any brokers' board, or at public or 
private sale, at the option of said Tnist Company, or its president, vice- 
president, or treasurer, or assigns, without advertisement or any notice 
to the undersigned or any other person : and the said Trust Company, its 
officers or assigns, may bid and become purchasers at any such sale, if public, 
or at brokers' board. 
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After deducting all legal or other coats and expenses of collection, storage, 
custody, sale, and delivery, the residue of the proceeds of any such sale or 
sales to be applied to the pasmient of any or all of the liabilities aforesaid, 
due or to become due said Trust Company, returning the overplus to the 
undersigned. 



(On^nary Form of Proxy.) 

Know all Men by these Presents, That the" under- 
signed stockholder in the 

do hereby appoint true and lawful 

attorney, with power of substitution, for and in 

name to vote at the meeting of the stockholders in said company, to be 

held at or at 

any adjoummeat thereof, with all the powers should possess 

if personally present, hereby revoking all previous proxies. 

1 

Witness, 



(Form of Stock Dividend Certificatea and Rights, with endorsement thereon.) 

Company. 

stock dividehd certificate. 

This Cbrttfies that '. 

is entitled to receive Share , 

and is the owner of Rights, 

equivalent, each, to of a share of the capital stock of the 

Company, in accordance with a vote of the directors of the 

company, passed January 20, 1906, copy of which appears below. 

Such fractional rights to be presented and surrendered to the treasurer, 
in amounts equivalent to one share or some multiple thereof, in exchange 
for certificates of stock, on or before noon, February 25, 1906. The number 
of such rights required to make one share of stock is 22^. 

Treasurer's Office, 
. . State St., Boston, Mass. 

February 15, 1906. Treasurer. 
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" Voted: That the 65 aharea of atock now in the treasury of the Company 
be issued as a atock dividend j«-o rata to stockholders of this CcKnpany cf 
record February 15, 1906, and that the treasurer of the Company be author- 
ized to adjust all rights relating thereto, and that a dividend of 1) per cent 
be declared and paid on each share August I, 1906." 

(Indorsement.) 

For Value Received, 

hereby sell, aswgn, and transfer to 

share , and 

ri^ts, equivalent each to J/j of a share of the capital stock of the 

Company, subject to the vote and conditions referred to within. 

Dated 
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PART XX. 

OFFICE DEVICES. 



In companies where the amount of clerical labor involved is 
considerable, it would be economical to install some of the principal 
ofhce devices, thereby materially reducing the cost and expediting 
the business. 

Some of the principal office devices are: Combined billing and 
adding machines, addressing machines, adding machines, sealing 
machines, typewriters, perforating receipting stamps, check pro- 
tectors, hand numbering machines, auto coin machines, letter 
copiers, postal scales, tube systems, bell annunciators, filing cases, 
metal plan cases, etc. 

There are several good makes of the above on the market, all 
having some particular merit. 

The " addendagraph," an adding attachment to the Underwood 
typewriter machine, is one of the latest devices. 

The Thexton, also Bowes' sealing machines and the Boettscher 
and Knecht receipting machine are operated by electricity. 

For making or checking computations approximately, involving 
multiplication or division, the slide rule could be used to advantage 
where there is a large amount of such work. 



V Google 



„ Google 



INDEX OF ACCOUNT FORMS. 



stock Ledger (Form A) ,' 11 

Service Card (Form B) 29 

Plumber's Card (Form C) 30 

Meter BUI (Form D) 31 

Fixture Rate BiU (Form E) 31 

Service-Hpe Bill (Form F) 32 

Telephone BUI (Form D-1) 131 

CoUector's Report (Form G) 33 

Treasurer's Statement (Form H) 34 

Houae-to-Uouse Inspection Book (Form I) 36 

Meter Book (Form J) 38 

On and Off Book (Form K) 40 

Cash Book, Debit Side (Form M) 45 

Cash Book, Credit Side (Form N) 46 

Cash Book, Controlling Method (Form 0-2) 57 

Voucher, Check and Distribution (Form O-l) 52 

Voucher Distribution Book (Form O) 50 

Construction Record, Rpea (Form P) 59 

Construction Record, Valves and Hydrants (Form P-1) 60 

Gate Book (Form P-2) 61 

Customer's Regisler for five years, by months (Form Q) 166 

Customer's Register for Water Works, Fixture Bans (Form Q-1) 167 

CuBtomer'a Register running one year only (Form Q-2) 169 

Diinsion or Department Order (Form R) 171 

Diviuon or Department Order (Form R-1) 174 

Requiffltion Order (Form S) 172 

Daily, Weekly, or Monthly Report of Condition (Form T) 190 

Perpetual Inventory (Form U) 191 

PayioU (Form V) 192 

Payroll Envelope (Form W) 192 

Engineer's Annual Statement (Form X) 193 

Treasurer's Annual Report (Form Y) 194 

Annual Income Accoimt, Electric RaUway. 157 
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INDEX OF INSTRUMENT FORMS. 



Common Stock (Form 100) ., 9 

Preferred Slock (Form 101) ,' 10 

Power of Attorney (Form 102) 10 

Krst Mortgage Sinking Fund Bond (Form 103) 13 

Mortgage and Bonds issued thereunder (Form 105) 15 

Coupon (Form 104) 14 

Application Book (Form 106) 28 

Form of Report Required by Gas and Electric Light Commissioners of 

MasBachusetts (Form 107) 76 

Note, Ordinar)- (Form 108) 195 

Note, Collateral Security No. 1 (Form 109) 195 

Note, Collateral Secunty No. 2 (Form 110) 186 

Proxy, Ordinarj' (Form 111) 197 

Stock Dividend Certificate and Rights, with endorsement thereon (Form 

112) 197 
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ACCOUNT BOOKS, FORMS. ETC. 



MUNiaPAL OR PUBUC 
CORPORATIONS 

made to order to any desired pattern 



Corporation Publishing Co. 

p. O. Box 2428 
Boston. Massachusetts 



„ Google 



„ Google 



„ Google 



„Google 



„ Google 



„ Google 



„ Google 



